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STANDARDIZATION OF WORK MEASUREMENT
CLERICAL & SALES OCCUPATIONS

I.  DoD 5010.15.1~M, Volume 11, 1 Dec 75, is changed as follows:

A. Page v, Part Two, Section I, Line l: Delete the word ''three' and
substitute "fours"

B. Page v, Part Two, Section I: Add the following paragravh:

The Verb Index which is an alphabetical listing of the "tiite”
line of the DWMSTDP Operation/Element Description sequenced by the
verb, page Del.

C. Add pages D=l thru D=-12 after page C-12.

1I. This change is an administrative addition of an i wiex For che
elements published #n the volume.

111, This change sheet will be filed in freat of the publicatiur{ feor
reference purposes, after changes have been made. P

ICHARD J.
DIRECTOR
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OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE
WASHINGTON, D. C. 20301

INSTALLATIONS AND LOGISTICS , 1 Dec 75

FOREWORD

This volume of DoD 5010.15.1-M, "Standardization of Work
Measurement”, is one of a series published under the authority
of DoD Directive 5010.31, Productivity Enhancement, Measurement,
and Evaluation. It provides standard time data for Clerical and
Sales Occupations as classified by Department of Labor codes and
includes guidelines for uniform application. The occupations
covered are clerical in nature and include such tasks as typing,
filing, and operating computing machines.

Maximum use of the guidelines and standard time data is mandatory
at each Department‘of Defense activity where Labor Performance
Standards are developed and applied.

approved by a Joint Service/Agency Standard Time Data Group

. All of the included standard time data have been reviewed and
prior to publication.

L
RICHARD OWER
Dir r
Defense Industrial and
Management Engineering Office

DISTRIBYTION
Defense Supply Agency:
3less 7,9,10

This DoD manual supersedes DoD 5010.15.1-M, Volume II, 6 Sep 73.

‘ * Denotes Changes
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DEFENSE WORK MEASUREMENT STANDARD TIME
DATA PROGRAM (DWMSTDP)

CLERICAL AND SALES OCCUPATIONS °
PART ONE - GUIDANCE

CHAPTER I - GENERAL INFORMATION

1.1 PURPOSE

This volume of Clerical and Sales Occupations standard time data is one of
several volumes included in the Defense Work Measurement Standard Time Data
Program (DWMSTDP). It provides a single DoD source of clerical standard time
data to be used in the economical development of labor standards for:

1.1.1 Organizations, functions, or activities whose primary mission is clerical
in nature, e.g., Finance, Data Processing, and Personnel Administration.

1.1.2 Clerical jbbs which are a part of organizations, functions, or activities
whose primary mission is not clerical in nature, e.g., clerks, typists, and
keypunch operators.

.

- 1.1.3 Elements of work performed by personnel whose primary job is other than

clerical but who do clerical work as a part of their job, e.g., filing of shop
orders, filling out forms, sorting documents, and telephoning.

1.2 SCOPE

This publication applies to all military services and defense agencies. The
data contained herein will be used to the maximum extent possible in the de-
velopment of labor performance standards in compliance with DoD Directive 5010.31
and Dol Instruction 5010.34.

1.3 APPLICATION

The clerical standard time data contained in this volume must be applied in
accordance with the general imstructions contained in the Basic Volume and
the specific instructions contained in this volume.

1.4 SUBMISSION OF NEW ELEMENTS

All newly developed or existing clerical standard time data element(s) not now
included herein will be submitted with back-up motion pattern analysis to the
Defense Industrial and Management Engineering Office (DIMEO), for review and
possible inclusion in this volume. The Basic Volume contains procedures for
submitting this input.
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CHAPTER II - CODING
2.1 GENERAL

2.1.1 Information requirements applicable to DWMSTDP have been standardized. Appli-
cable DoD Standard Data elements have been utilized and all other data elements have
been proposed for data representation standardization action in accordance with the
provisions of DoD Instruction 5000,12, "Data Elements and Codes Standardization Pro-
cedures' and DoD 5000,12-M,

2.1.2 The complete coding structure for a Defense Work Measurement Standard Time Data

Program element is explained in the Basic Volume, Figure 1 highlights a typical Occu-
pation Code, Work Category Code, and Work Sub-Category Code for Clerical and Sales

Occupations.
BCSF M 01

Occupation Code LWork Category Code
(2=Clerical, (FL = Filing)
06=File Clerk) Work Sub-Category Code
(DF - Document, File)
— m— S ————— ——

Figure 1. DWMSTD Coding Structure

2,2 TYPES OF CODES

2.2.1 Occupation Codes

The Occupation Codes for standard time data elements in this volume conform to

the numeric codes of Clerical and Sales Occupations listed in the U, S, Depart-
ment of Labor Dictionary of Occupational Titles. All Department of Labor Clerical
and Sales Occupations are shown in Figure 2. Figure 3 identifies the work ascribed
to the specific Clerical and Sales Occupations contained in this volume.

2.2,2 Work Category Codes

The two position Work Category Code encircled in Figure 1 further identifies

the various types of work performed within the occupation groups. The classi-
fication Category indicates the major action being performed or major equipment
involved in the standard time data element. Figure 4 lists and defines the work
categories used in coding clerical standard time data.

2,2.3 Work Sub-Category Codes

The two position Work Sub-Category Code encircled in Figure 1 is a sub-division of

the Work Category Code and identifies the object, process, or condition associated
with the action or equipment. This code is generally oriented to a noun/verb rela-
tionship, e.g., DF is the code for "Document, Filed" in the element description header
line., However, if the noun/verb sequence in the element code causes a duplication of
the code, the sequence has been modified. The noun/verb sequence will remain in the
verbage of the title whenever possible.
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TIME DATA

Every occupation includes general purpose data such as get, place, read, or write
which are fundamental to each occupation but not specific to any one, These

are called "Universal" and are contained in Volume X - Universal Standard Time Data.
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CLERICAL AND SALES OCCUPATION CODES

2 - CLERICAL AND SALES OCCUPATIONS

(Clerical and Sales Work)

20 Stenography, Typing, Filing, and Related Occupations
(Stenography, Typing, Filing, and Related Work)

201. Secretaries (Secretarial work)

202. Stenographers (Stenography) .

203. Typists (Typing) . .

204. Correspondence clerks (Correspondence work)

205. Personnel clerks (Personnel work)

206. File clerks (Filing)

207. Duplicating-machine operators (Duplicating-machine work)

208. Miscellaneous office machine operators (Miscellaneous office

: machine. work)

209. .Stenography, typing, filing, and related occupatioms, n.e.c.

(Stenography, typing, filing, and related work, n.e.c.)

21 Computing and Account-Recording Occupations
(Computing and Account Recording)

210. Bookkeepers (Bookkeeping)

211. Cashiers (Cashiering)

212. Tellers (Teller service)

213. Automatic data-processing-equipment operators (Automatlc data
processing)

214, Billing-machine operators (Billing-machine work)

215. Bookkeeping-machine operators (Bookkeeping-machine work)

216. Computing-machine operators (Computing-machine work)

217. Account-recording-machine operators, n.e.c. (Account-recording-
machine work, n.e.c.)

219. Computing and account-recording occupations, n.e.c. (Computing
and account recording, n.e.c.)

22 Material and Production Recording Occupations
(Material and Production Recording)

221. Production clerks (Clerical work, production)

222. Shipping and receiving clerks (Clerical work, shipping and
receiving)

223. Stock clerks and related occupations (Stock checking and
-related work)

224, Weighers (Weighing)

229. Material and production recording occupations, n.e.c. (Material
and production recording, n.e.c.)

Figure 2 - Clerical Occupation Codes




Work Category

Actuate

Addressograph Machine

Calculate.

Data gachine

Film Reader/Printer Machine

Identify

Keypunch

CLERICAL WORK CATEGORY (o8

Code

AC

Iz

|2

I3

I8

)
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Definition

Manual manipulation of an object for en-
gaging, disengaging, starting, or stopping
a device. The process of manipulating an
object by cranking, turning, or moving a
fixed part. Putting something else in
action by handling a switch or comtrol.
(Examples: crank, dial set with knob,

move lever,)

The processes and motions involved in
operating machines for embossing infor-~
mation on metal plates used in addressing,
labeling.

The processes and motions involved in
calculating machine computationms.
(Example: Add column of numbers by
machine,) ’

The processes and motions involved in the
operation of various data machines, EAM/
ADP and peripheral equipment.

The motions necessary to locate, place,
remove or partially remove and replace
cards, documents and folders at file
location. : :

The proresses and motions involved in the
operation of microfilm reader-printer
machines.

The processes and motions required to
stamp, tab, label, or mark documents,
cards, folders, or objects to provide
for locating, recognizing or comparing.
The actions necessary to recognize,
match or compare similar character-
istics.

The processes and motions involved in the
handling and preparation of punched cards
used in the Electrical Accounting Machine
(EAM) and Automatic Data Processing

Equipment (ADPE) processes, and the card
punch machines used to produce them.

Figure 4 - Major Categories of Work Used in Coding Clerical Data
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CLERICAL WORK CATEGORY CODES (CONTINUED)

* Office General QG The processes and motions covering a

: large variety of actions commonly
occurring in any office which have not
been included in other categories.
(Examples: telephoning, opening and
closing doors and drawers, and moving
chairs.)

Paper Fastening PE The processes and motions involved in
applying and removing fastening devices
used to keep papers together in stacks,
batches, rolls, or loose leaf forms.

Paper Handling PH The processes and motions involved in the
. securing, movement, placement and alignment
of paper, cards, sheets, etc.

Reproduce RP  The processes and motions involved in
obtaining copies of documents through the
use of various reproduction machines.

Type IY Set up and use of manual, electric, and

IBM Selectric typewriters. .

Figure 4 - Major Categories of ﬁork Used in Coding Clerical Data (Continued)
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DEFENSE WORK MEASUREMENT.STANDAkD TIME
DATA PROGRAM -~ (DWMSTDP)

CLERICAL AND SALES OCCUPATIONS
PART TWO - STANDARD TIME DATA

SECTION I - INDEXES

This provides four+ indexes as follows:

The Occupation Code Index which includes the page location for each code in both the
DWMSTDP Element Index and the DWMSTDP Element Listing, Page A-1.

The DWMSTDP Element Index which is sequenced according to DWMSTDP Element Codes,
Page B-1. '

The Noun/Verb Index which is an alphabetical listing of the "title" line of the
DWMSTDP Operation/Element Description, Page C-1.

The Verb Index which is an alphabetical listing of the '"title" line
of the DWMSTDP Operation/Element Description sequenced by the verb,
page D-1.

NOTE: Indexes included in changes to this volume will be inserted with the
appropriate index (B and C).
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VOLUME 11
OCCUPATIONAL CODE INDEX
Page
. DWMSTDP DWMSTDP

Code Occupation Element Index Element Listing

203 Typist (Typing) B-1 . 1

206 File Clerk (Filing) B-2 6

207 Duplicating Machine Operator B-2 10
(Duplicating Machine Work)

208 Miscellaneous Office Machine B-3 14
Operator (Miscellaneous Office
Machine Work) -

209 General Office Worker B-4 15
(General Office Work)

213 Automatic Data Processing B-7 31
Equipment Operator
(Automatic Data Processing)

216 Computing Machine Operator - B-10 43
(Computing Machine Work)

222 Shipping and Receiving Clerk B-11 49
(Clerical Work, Shipping and .
Receiving) .

234 Addressograph Machine Operator B-12 55

(Addressograph Machine Work)

A-1
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BTYCTXX
8TYKDOL
8TYXCO2
8TYLIOL
BTYLIO2
BiYPTOl

BTYSAQL

8Tyscol
BTYTC XX
MTYCPOL

MTYCPO2

MTYCPO3
MTYCPO4

NTYCPOS
MTYCPO6
MTYCRXX

MTYKSXX

MTYLTXX

MTYMSOL

MTYRTO1L

MTYSSQL
MTYTCXX
MTYTMOL
MTYTMOZ2
MTYTRO1
MTYTRO2

MTYTSOL

DEFENSE MORK MEASUREMENT STANDARO TIME DATA

T™U
VALUE

VAREABLE

41
22

20

VARTABLE

38

66

7

13

34
36
VAR(ABLE

VARTABLE

VARI[ABLE

42

14

22

VARIABLE

348

459

20

57

34

ELEMENT INDEX

OPERATION/ELEMENT DESCRIPTION PAGE

CARRIAGE,TRAVEL,TIME FOR MANUAL.ELECTRIC 1
OR BALL TRAVEL ON IBM SELECTRIC TYPEWRITER
PER INCH COF TRAVEL

KEY,DEPRESS,CONTINUOUS TYPE PER STROKE

KEYDEPRESS,CONTINUOUS TYPE PER STROKE

LINE, INDEX,ADCITIONAL ¢ MANUAL TYPEWRITER-

LINE, INOEX+AOOITIONAL ,ELECTRIC TYPEWRITER

PAGE, TURN.COPY MATERIAL TO 8E TYPED

SWITCH,ACTUATE

SPACING,CONTINUOUS, ELECTRIC TYPEWRITER,
MACHINE TIME ONLY PER INCH

TYPING,CONTINUOUS «DASH/UNDERL INE/ANY KEY,
ELECTRIC TYPEWRITER

CARRIAGE/BALL, POSITION,TO EXACT LINE USING 2
ROLLER KNCB FROM WITHIN 6 LINES OR 1 INCH

CARRIAGE/BALLPOSITION,TO EXACT LINE USING
VARTABLE LINE SPACER FROM WITHIN 6 LINES
OR 1 INCH

BALL,PCSITION,TO EXACT LINE USING VARIABLE
LINE SPACER FROM WITHIN 6 LINES OR 1 INCH

CARRIAGE/BALL, POSITION,TO EXACT LINE FOR EACK
ADCITIONAL 6 LINES OR 1 INCH

CARRIAGE,POSITION,TO EXACT SPACE CN SAME LINE
BALL,POSITICN,TO EXACT SPACE ON SAME LINE
CARRIAGE/BALL RETURN 3

KEY,SFIFT,LOCK QR UNLOCK TYPEWRITER=MANUAL,
ELECTRIC, & IBM SELECTRIC.

LINE,TYPE

MARGINoSET,WITH MAGIC MARGIN OR MARGIN SET KEY
OR VISIBLE SLICING TYPE

ROLLER, TIGHTEN

SPACING+SET,SINGLE,COUBLE CR TRIPLE LINE 4
SPACINGyMANUAL ,ELECTRIC QR I18M SELECTRIC

TYPING,CONTINUCUS,DEPRESS KEY & HOLL FOR 1}
INCH OF TYPE,WI{TH FINAL POSITIONING BY 2
REPEATED CEPRESSIONS

TYPERRITER,MOVE,FROM CESK SIDE WELL

TYPEWRITER,MOVE,INTO STORAGE IN SIDE OESK WELL

TAB,RELEASE/CLEAR,PER STOP,WITH UP TO NIME
INCHES OF CARRIAGE/BALL TRAVEL MANUAL,
ELECTRIC CR IBM SELECTRIC TYPEWRITERS

TAB,RELEASE/CLEAR,ALL STOPS CONTINUOUSLY,
MANUAL OR ELECTRIC TYPEWRITER

TAB,SET,POSITIONING CARRIAGE BY 4 TQ 8 REPEAT=
€0 OSPRESSIONS OF SPACE BAR.MANUAL,ELECTRIC CR
18M SELECTRIC TYPEWRITER

8=l




DEFENSE WORK MEASUREMENT STANDARD TIME DATA
ELEMENT INOEX

OCCUP= QUALITY DWMSTOP - TMU OPERATION/ ELEMENT DESCRIPTION PAGE
ATION ELEMENT VALUE
203 MAL MTYTSO2 44 TAB¢SET WITH UP TO 1 INCH OF SPACING, IBM ]
SELECTRIC TYPERRITER
203 MAL TTYPS XX TABLE PAPER ¢ SET=UF,SHEET(S) QF BUNO/FORMS & CARBONS
203 MAL STYETXX VARTABLE ENVELCPE,TYPE,MAILING ADODRESS
206 MAL BFLCLXX VARTABLE CARD(LOCATE,IN TAB INDEX FILE 6
206 MAL BFLOLXX VARIABLE OOCUMENTY,LOCATE,POSITION IN FOLDER CONTAINING
COCUMENTS=STZE 8X10 TO 8=1/2X14
206 MAL BFLFL XX VARLABLE FOLDER,LOCATE,POSITION IN FILE OF FOLODERS 9X12
OR 9X15 INCH SIZE
206 MAL MFLCHCL 30 CARD,FANOLE,RALISE FROM FILE TO REAC & PUSH
BACK INTQ FILE
2C6 NAL MFLCHQ2 36 CARC,HANOLE ,REMOVE FROM FILE & SET ASIDE 7
206 MAL MELCHO3 32 CARD,HANCLE, INSERT, INTO FILE
206 MAL MFLCHO4 52 CARD,REMOVE FROM FILE ANO TILT NEXT CARO
206 MAL MFLCHOS 56 CARC,HANOLE,REPLACE IN FILE,NEXT CARO TILTED
206 MAL MFLCHOCS 42 CARDyMANOLE,REPLACE IN FILE,NEXT CARD TELTEC
206 MAL MFLCPOL « 205 CARD,PLACE, IN VISIBLE INDEX FILE

(3X5 TC 8x11 INCH CARC)

206 MA( MFLCROL 109 CARD,REMOVEFRCN VISIBLE INCEX FILE(3XxS TO
8X11 INCH CARD) .

2C¢ MAL MFLCSXX VARTABLE CARCS¢SCRT,BY HAND (PER CARC) 8
206 MAAT MFLOFCL " se OCCUMENT,FILING,IN MANILA FCLCER
206 MAL MFLDSO1L . 232 OOCUMENT, SUSPENSE PLACE IN,REMOVE FROM FILE
206 MAZ MELFOXX VARTABLE FILE CRAWER,OPEN ANC CLOSE,STANCARD UPRICHT
TYPE FILE,MULTI ORAWER
206 MAL TFLCHXX TABLE CARD(S) +HANBLE,FILING 3X5 TO 5X9 INCH CARDS S
206 MAL TELDHXX TABLE DOCUMENTS,HANCLE s SINGLE QR BATCH AT FILE
LCCATICN
20¢ mMaL TFLFHXX TABLE FOLDERS,HANCLE.SINGLE OR BATCH AT FILE 1C
LOCATION
207 TAL BRPMTOL 29 MACHINE TIME,PHOTC=COPIER, EXPOSURE TIME PER
CIAL SETTING
207 TAL BRPMTO2 262 MACHINE TIME,PHOTC=CGPIER,PR{NT OUT TIME PER
SINGLE COPY
207 TAL BRPMTC3 217 MACHINE TINE,PHOTC=COPIER,PRINT OQUT TIME PER
COPY FCR MULTIPLE COPIES
2C7 TAL BRPMTC4 204 MACHINE TIME,PHCTC=CCPIER,PRINT OLT TIME FOR
BCUND GCRIGINALS ’
2C7 TAL BRPMTCS 26 MACKFINE TIME,PHCTU~COPIER,ROTATE FILM FQFR
BCUND CRIGINALS
207 TAL BRPMTCS 17 MACHINE TIME,PHOTGC=COPIER,MACHINE TIME TC 11
REACY FOR EXPOSURE FOR BCUMND CRIGINALS
2¢? TAL BRPMTO7 2113 MACHINE TIME,wARM=yUP,COLD MACKINE
207 TAL BRPMTO8 1057 MACHINE TINE, wARM=UP,WARM MACHINE
Be=2
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2C8

QUALITY

TAL

TAL
TAL
TAL
TaL
TaL
™
TAL

TAL
TAL
TAL
TAL
TAL
TAL

TAL
TAL

TAL
TAL
TAL
TAL
TAL
TAL
TAL
TAL
Het

MAL

OWMSTOP
ELEMENT

BRPMT Q9

BRPMT 10
BRPMT11
BRPMT 12
BRPMT13
BRPMT 14
BRPMT1S

BR;MTIQ
MRPSAQL
MRPSCOL
MRPSCO2
MRPSCO3
MRPSCO4
MRPSCOS

MRPSCO6

MRPSCO7

MRPSCO8
MRPSCO9
MRPSC10
MRPSC 11
MRPSC12
MRPSCL3
MRPSC 14
MRPSC15

MFROICL

' MERDOO1

MFRORO1

DEFENSE WORK MEASUREMENT STANDARDC TINE DATA

™Y
VALUE

703

128
368
472
727
223
692
32

1079
735
336
74
456
153

1314

268
1670
1702
1029
1061
1962
1994
1321
1353

51
83

34

ELEMENT [INOEX

OPERATION/ELEMENT DESCRIPTION

MACHINE TIME,ELECTRO=STAT COPIER, EXPOSURE ANC
PRINT CUT TINME

MACHINE TIME,THERMO=FAX

vMACHlNE TIME,VERIFAX COPIER(EXPOSURE TIME
MACHINE TIME,VERIFAX COPIER,ACTIVATE TIME
MACHINE TIME,WARM=UP,XEROX COPIER

MACHINE TIME,EXPOSURE,XEROX CCPIER
MACHINE TIME,PRINT OUT,XEROX COPIER

MACHINE TIME,PRINT OUT,XEROX COPIER,ADDITIONAL
PRINT CUT TIME FCOR 14 INCH CGPIES

SWITCH,ACTUATE,START AND STOP,PHOTO=CCPIER
COLD MACHINE

SHEET,COPY ¢ SINGLE,CRIGINAL=ONE COPY=APECT
MODEL 171

SHEET COPY.SINGLE,ORIGINAL ON 3M AUTOMATIC ORY
PHCTO=CQPIER,MCDEL 209=S INGLE COPY ONLY

SHEET,COPY,SINGLE,ORIGINAL,ON 3™ AUTOMATIC CRY
PHCTO=COPIER MCDEL 209<MULTIPLE COPIES

SHEET ,COPY s SINGLE ,80UND ORIGINAL,PHOTQ=CCPIER
30 MCCEL 209 ORY COPIER

SHEET 4COPY . SINGLE ¢FROM ORIGINAL ¢3M THERMO=FAX
SECRETARY MODEL

SHEET, COPY,SINGLE/FIRST COPY,VERIFAX MOCEL 2

SHEET,CCPY, ADDITICNAL, FROM SINGLE SHEET
CRIGINAL,VERIFAX MODEL 3

SHEET,COPY,SINGLE,=»11 INCH SHEET,XEROX 914
CCPIER

SHEET LOPY,SINGLE =14 INCH SHEET,XEROX 914
COPIER

SHEET ,COPY,SINGLE,ORIGINAL,ONE SICE,11 INCH
COPY AND MACHINE WARM,XEROX Sl4 COPIER

SHEET,COPY,SINGLE,ORIGINAL ,ONE SICE,Ll4 INCH
COPY AND MACHINE WARM, XEROX Sl4 COPIER

SHEET +CCPY,SINGLE ,ORIGINAL,BOTH SIODES, 11 INChH
FIRST COPY=COLD MACHINE, XERCX 914 COPIER

SHEET ,CCPY,SINGLE,ORIGINAL,BOTH SIOES, l4& INCH
FIRST COPY=CCLD MACHINE, XEROX 914 CCPIER

SHEETCCPY,SINGLE,ORUGINAL ,BOTH SIDES, 11 INCH
SHEET, WARM MACHINE, XERCX 914 CCPIER

SHEET.CCPY, SINGLE,ORIGINAL,BCTH SICES,14 INCH
SHEET ,WARM MACHINE, XEROX 914 COPIER

DECKy INSERT (MICROFILM CARTRIDGE INTC MICROFILM
READER

DECK,CBTAIN,MICROFILM CARTRIDCE FRCM STORAGE
FILE

DECKyREMOVE ,MICROFILM CARTRIDCE FROM
MICRCF ILM READER

PAGE

11

12

i3

14

15
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MAL

TAL

TAL

MAL
MAL
MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL
MAL

MAL

MAL
MAL
MAL

MAL

DWNSTOP
ELEMENT

MFRDOSC1
MFRMAOL

MFRMROL

MFRSAOL
MIDDSO1
Mi00DSO02
MIODSC3

MIDDSO04

MIDDSOS

MIDDS06

M10DSO7

mMipDso8

3

MIDDSO09

MIDOS10

MIDLAOL

MIDLAQ2

MIDLAQ3

MIDLAG

MiDLCOl
MIOLPCL

MIDLSOL

MIDPOOL
MIDTAOL
MIOTAQ2
MIDTAQ3

CEFENSE WORK MEASUREMENT STANDAROC TIME CATA

™Y
VALUE

40
750

332

26
31

47

62

s

55

27

78

21

65

226

144

135

112

204
s
21

52
68
76
156

_ELEMENY INDEX

OPERATION/ELEMENT DESCRIPTION

DECK¢STORE, MICROFILM CARTRIDGE IN FILE

MICROFILM, ADVANCE, READER MACHINE, FILM TQ
DESIREC FRAME, PRINT, ETC.

MICROGFILM,REWIND, READER MACHINE,FILM,TO STOP
PCSITICN, MACHINE TIME INCLUCEC

SHI?CHv‘CTUATE.HICROFILH READER
OOCUMENTSTAMP,WITH AUTOMATIC TIME STAMP
DOCUMENT,STAMP,WITH MANUAL TYPE STAMP

DOCUMENT,STAMP,WITH RUBBER INK STAMP TO A
CLOSE LOCATION,FIRST OGCUMENT

ODOCUMENT,STAMP,MITH RUBBER INK STAMP TO 4
CLCSE LOCATIONLEACH ADDITICNAL UP TC FIVE
COCUMENTS ANC ASIDE

DOCUNENT,STAMP,WITH RUBBER INK STAMP TO AN
APPROXIMATE LOCATION,FIRST OCCUMENT

DOCUMENT,STAMP,WITH RUBBER INK STAMP TO AN
APPROXIMATE LOCATION,EACH ADCITICNAL UP TQ
FIVE COCUMENTS AND ASICE

DOCUMENT,STAMP,WITH A PLUNGER TYPE NUMBERING
INK STAMP .TQ A CLOSE LOCATION,FIRST DOCLMENT

DOCUMENT, STAMP,WITH A PLUNGER TYPE NUMBERING
INK STAMP TO A CLOSE LOCATION, ACOITIONAL
COCUNENTS AND ASIDE

OOCUMENT,STAMP, WITH A PLUNGER TYPE NUMBERINGC

CINK STANMP TO AN APPROXIMATE LOCATIGN, FIRST

COCUMENT

OOCUMENT,STAMP ,WITH A PLUNGER TYPE NUMBERING
INK STAMP TO AN APPROXIMATE LOCATION,AOC=
ITIONAL DOCUMENT AND ASICE

LABEL,ATTACH,GUMMED FOLD TYPE TO FCLDER CR
CARD STOCK

LABEL ATTACK,GUMMED FLAT TYPE TO FGLCER,CARC
STCCX CR PACKAGE

LABEL ATTACH,FLAT PRESSURE SENSITIVE TYPE TO
FCLOERyCARD STCCK OR PACKAGE

LABELATTACH,0YMO TAPE WRITER,TG SURFACE AT AN
APPROXIMATE LOCATION

LABEL CUT+TC LENGTH,DYMO TAPE WRITER
LABEL,PREPARE,PER CHARACTER DYMQ TAPE WRITER

LABEL +SPACING,BETWEEN WORDS OR CHARACTERS,DY¥Q
TAPE LABEL WRITER

PAD,OPEN/CLCSE, INK

TAB.ATTACH,METAL SIGNAL,TO CARD STQCK
TAB.ATTACH,METAL SIGNAL,TO FOLDER OR CIVIDER
TABJATTACHyEITHER FGLCED(UP TC 3 INCHES LONG)

CR ROUND PROJECTION TYPE GUMMED INOEX,TC CARD
STCCK CR SHEET

PAGE
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OCCuP= QUALITY

ATION

209
209
209

209

2C9

209
209
209

209

209
209
2C€9

209

209

209
209
209
209

209

209
209

209

209

209

209

209
209
209

209

MAL
MAL

TAL

TAL

TAL

TAL
MAL
TAL

TAL

TAL
MAL
MAA

MAL

MAL

MAL

AL

MAL
MAL

MAL

MAL

MAL
MAL
MAL
MAL
MAL

MAL
MAL

MAL

ML’

DWMSTOP
ELEMENT
BOGCMXX
80GCTXX

80GMAOL

BOGMMXX

BOGMSO1

80GTC XX
BOGTOOL
B80GTI XX
80GTLO1

80GTLO2

MOGARXX

MOGBAOL

MOGCCOL

MOGCOO01

MOGCC XX
MOGDOXX
MOGNC XX
MOGTC XX

TOGMMXX

MPFBCOL

MPFBCO2
MPFBCO3
MPFBCO4
MPFBCOS
MPFBCO6

MPFBI XX
MPFBOC1

MPFB002

MPFBOGC3

QEFENSE WORK MEASUREMENT STANCARD TIME DATA .

™U
VALUE
VARI ABLE
VARIABLE

28

VARTABLE

24

VARTABLE
34
VARIABLE

39

209
VARIABLE
T4

66

49

VfR!ABLE
VABIABLE
VARTABLE
VARTABLE

TABLE

30

143

217

118
115

VARTABLE
26

128

126

ELEMENT INDEX

OPERATION/ELEMENT. DESCRIPTION

CHATR,MOVE WITH CASTERS,MHILE SITTING
CHAIR,TURN,SWIVEL CHAIR

MANUAL ACOITION,PER DIGIT,AFTER FIGURES FAVE
BEEN TRANSCRIBED FOR COMPUTATION

MANUAL MULTTPLICATION

MANUAL SUBTRACTTON,PER DIGIT,AFTER FIGURES
HAVE BEEN TRANSCRIBED FOR COMPUTATICN

TELEPHONE,CGNVERSATION,TIME
TELEPHCNE,DIAL,ONE DIGIT
TELEFHGNE, IDENTIFICATION

TELEPHONE,LISTEN,FOR BUSY SIGNAL,CIAL TOANE,CR
PARTY ALREAOY ON LINE

TELEPHONE,LISTEN,FOR PARTY TO ANSWER RINC

ARTICLE,REMCVE,FROM A DESK DRAWER

BOOKCASE,ACCESS,OPEN OR CLOSE GLASS COOR

CABINET,CLCSE,2 DOOR STORAGE,WITH 80TH HANOS
EMPTY,OR WITH CONE HANGC HCLCING OBJECT WEIGHING
LESS THAN 2.5 LBS.

CABINET,OPEN,2 DOCR STORAGE.WITH BOTH HANOS
EMPTY,OR WITH ONE HAND HOLDING OBJECT WEIGHING
LESS THAN 2.5 LBS.

ORAWER, CLOSE,CESK, ALL SIDES & CENTER

ORAMER, OPEN,DESK, ALL SIDES ANC CENTER

NUMBER/CIGIT,COPY MANUALLY

TELEPHCNE.CALL

MANUAL MULTIPLICATION,FIRST ANC ACCITIONAL
CIGITS

BINDER,CLOSE,2=3 RING LOOSE LEAF TYPE

BINOER,CLOSE,TECHAICAL QRDER TYPE WITE RING
ANC CENTER POST LOCKING MECHANISM

BINDER,CLOSE, 4 POST TYPE,WITH SCREw AND LEVER
LATCH MECHANISM

BINCER, CLCSE,2 PCST LEDGER TYPE wiTH KEY
LOCKING MECHANISM

BINDER,CLOSE,2 POST LECGER TYPE WITH THUMB
ACTUATED LATCH BAR MECHANISM

BINDER,CLOSE.2 POST LEDGER TYPE,WwITH BUTTON
TYPE LATCH MECFANISM

BAND, INSTALL,RUBBER, ON BUNOLE CR ROLL
BINCER,CPEMN,223 RING LOOSE LEAF TYPE

BINOER OPEN,TECHNICAL ORDER TYPE
RING AND CENTER POST LOCKING MECHANISM

BINCER,CPEN,4 POST TYPE,WITH SCREW ANC LEVER
LATCH MECHANISM

8=5
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OCCUP= QUALITY

ATION

209

209

209

209

209

209

2C9

209

209

209

2¢C9

209

209

209

209
209
209
209
209

2C9

209

209

208

209

209

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL
MAL
MAL
MAL
MAL

MAL

MAL

MAL

MAL
MAL

MAL

OWMSTOP
ELEMENT

NPFBG04

MPFBOOS

MPFBOO6

MPFBRXX

MPFCACQL

MPFCAQ2

MPFCRO1

MPFCRO2

MPFFAXX

MPFFCOL

MPFFCO02

MPFFOXX

MPFFOQ3

MPFEPOL

MPFHPCL
MPFHPC2
MPFSIXX
MPF SR XX
TPFDS XX

BPHCAC1

BPHCHOL |

BPHCHO2

BPHCJOL
BPHOT XX

BPHSHCL

8PHSHQ2

CEFENSE WORK

T™MU
VALUE

137
76
a9

VARTABLE

36

29

28

16
VARIABLE
30

182
VARIABLE
34

44

14

48
VARTABLE
VARIABLE
TABLE

78
37

52

15
VARTABLE

31

41

MEASUREMENT STANDARO TIME OATA

ELEMENT INDEX

OPERATION/ELEMENT DESCRIPTION

BINDER,OPEN,2 POST LEDGER TYPE WITH KEY
LOCKING MECHANISM

BINCEROPEN,2 POST LEDGER TYPE WITH THUME
ACTUATED LATCH BAR AND MECHANISM

BINDER,OPEN,2 POST LECGER TYPE WITH BUTTON
TYPE LATCH MECHANISM

BANC 4REMOVE +RUBBER,FROM BUNOLE OR ROLL

CLIPJATTACH,SPRING TYPE BINCER,TO PAPERS 1/4
TO 1 INCH CAPACITY

CLIP,ATTACH,GEN GR IDEAL PATTERN PAPER CLIP TO
PAPERS«UP TO 1=374 INCH WICE ANDO 2=1/2 INCF
LCNG

CLIP,REMCVE,SPRING TYPE BINDER FROM PAPERS l/4
TO L INCH CAPACITY

CLIP,REMOVE,GEM QR IDEAL PATTERN PAPER CLIP
FRCM PAPERS UP TO 1=3/4 INCH WIDE AND 2-1/2
INCH LONG

FASTENER,ATTACH,ACCC TYPE

FASTENER,CLOSE,2=3/4 INCH ACCO TYPE,W[THCUT
LOCKSTRAP ANC PRUNGS BENT QUTWARC

FASTENER,CLOSE,2=3/4 OR 8=1/2 INCF ACCC TYPE
WITH LOCKSTRAP AND WITH OR WITHOUT CVERLAPPING
PRONGS

FASTENER,OPEN,2=3/4 OR 8=1/2 INCH ACCC TYPE

FASTENER,OPEN,2=3/4 INCH ACCO TYPE WITHOUT
LOCKSTRAP ANC PRONGS BENT CUTWARE

FASTENER,PREPARE,2=3/4 OR 8=1/2 INCk ACCC TYFE
FCR ATTACHMENT

HANDLES «PLACE,RINCER CLIP, IN COWN POSITICN

HlNQLESvPL‘CE-BINUEﬂ‘CLI?Q[N UP PCSITION

SHEET(S), INSERT, 1=25 SHEETS IN BlNOER/FASTENEi

SHEET(S),REMOUVE,FROM BINDER

DOCUMENTS, STAPLE

CAROS/PAPERS,ALIGN,50 CARDS QR PAPERS 8X12 IN.
SIZE=APPROXIMATE ALIGNMENT LYING ON FLAT
SURFACE

CARCS+HANDLE,PICKUP FROM FLAT SURFACE,LOCSELY
STACKED,UP TC 25 CARDS I[N BATCH

CARDS ¢+ HANDLE ,FICKUP FRCM FLAT SURFACE WITH Tw0
HANDS o LOOSELY STACKED,25=50 CARDS IN BATCH

CARDS/PAPERS s JOSTLE,ONE TIME,ANY SIZE

DOCUMENTIS) »TURN,WITH BOTH FANCS

SHEFTS+FANCLE,BATCH PICK UP,ANY SIZE,FROM FLAT
SURFACE WITH ONE HANO=UP TO 25 PAPERS LCOSELY
STACKEC

SHEETS,FANCLE,BATCH PICK UP,ANY SIZE,FROM FLAT

SURFACE WITH TWO HANDS=2S=50 PAPERS,LCCSELY
STACKEC

8=6

PAGE

23

24

25

26

27




OCCUP= QUALITY

ATICN
209

209
209
209

209
2C9
209

209
2CS
209
2C9

2C9
2Cs
2C9

2C9
209
209

209
209

209
209
213
213
213
213

213

MAL

MAL
MAL

MAL

MAL
MAL

MAL

MAL
MAL
MAL

MAL

MAL

MAL

MAL

MAL
MAL
MAL

MAL

MAL

MAL
MAL
MAL
MAL
MAL

MAL

MAL

MAL

MAL

MAL

MAL

OWMSTOP
ELEMENT

MPHOFOL

MPHOI XX
MPHOOO)
MPHDOO2

MPHORXX
MPHOS XX

MPHOUQL

MPHEQQGL

- MPHESXX

MPHIDOL

MPHLCOL
MPHLOCL
MPHPFC1
MPHSC XX

MPHSPC1
MPHSS XX
TPHOA XX

TPHES X4
TPHSS XX

TPHSTXX
BTYPAOL
MACBP XX
MACBPO4
MACBPOS

MOMBOO1

MOMCACL

MOMCC Ol
MOMCHOL
MOMCHO2

MOMCHO3

DEFENSE WORK MEASUREMENT STANDARD TIME CATA

T™U
VALUE

150

VARTABLE
62
32

VARIABLE
VARTABLE
48

76
VAR{ABLE
105

3

38

‘ 23

VARTABLE

61
VARIABLE
TABLE

TASLE

TABLE

TABLE

33
VARIABLE
69

64

25

32
33

40

70

54

ELEMENT INDEX

OPERATION/ELEMENT DESCRIPTION

DOCUMENTFOLD,THRU 8 1/2 X 15 INCF SIZE,TwO
FOLDS

DOCUMENT(S) 2 INSERT, IN ENVELOPES
-00CUFEN1(CUPY'DRAFT)'UBfAlN-FROH CESK ORAWER

DOCUMENT(COPY .ORAFT )y OBTAIN,AND MOVE TO WORK=

PLACE/TYPEWRITER
DOCUMENT{S) 4REMOVE,FROM ENVELCPE

DOCUMENT,SORT ,SHEETS/PAGES,BY HANC

DOCUMENT,UNFOLO,THRU 8 1/2 X 15 INCH SIZE, Tw0

FQLDS
ENVELCPE, CPEN,MAILING TYPE
ENVELCPE, SEAL,GUMMED FLAP
ITEN,OELETEON WORK SHEET/ODOCUMENT

LATCH,CLOSE, ON HANCLE OF
GUILLOTINE PAPER CUTTER

LATCH, OPEN,ON MANDLE OF GUILLOTINE
PAPER CUTTER

PAGE/SHEET FLIP,CCRAER OF CARC OR PAPER TO
TURN, REMQVE, COUNT OR SEARCH

SHEET(S),CUT,CN L5X15 INCH GUILLOTINE
TYPE PAPER CUTTER

SHEET(S) s PUNCH, MOLES
SHEET(S)SEPARATE ,ALONG PERFORATIGN
OOCUMENTS ¢ALIGN»BATCHCARDOS/SHEETS (PAPERS)

FORM(S)y SEPARATE, INVERLEAVEC, ANC PULL
SHEET (S)/CARBON(S)

SHEET(S) ,SEPARATE, FROM PERFORATEC EOQRDER
OF MULTI=SHEET(S) FORM LISTING

SHEET(S),TEAR,FROM GLUED PAC

PAPER,ASIDE FINISKHED

BUTTON, PUSH, CCNTROL TYPE SWITCH

BUTTONS PUSH,CONTROL, MULT-IPLE SET
BUTTCNS,PUSH,CONTRGL SET LINE PRINT CONTROL

BRUSHeMCLOER,OISENGAGE,CONTROL TAPE (I8M
ACCTG MACHINE)

CLUTCHyADJUST ¢ PLATEN

COVER.CLOSE,CARRTAGE=CONTROL TAPE (IBM ACCTG
MACHINE)=CLOSE CARRIAGE COVER

.CARCSsHANCLE, ( [BM ACCTG MACKHINE) REMOVE _
CARDS FRCM HOPPER

CARCS HANDLE, (1BM ACCTG MACHINE) REMQVE
CARCS FRCM TRAY

CARDSHANDLE, (IBM ACCTG MACHINE) REMOVE CARCS

FROM RACK (1 MANC)

8=7
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oCCup=
ATION

213

213

213

213

213
213

213

213

213

213

213

213

213
213

QUALITY

MAL

MAL

MAL

MAL

MAL

MAL
MAL
MAL
MAL
MAL
MAL
MAL

MAL

MAL

. MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MA),

MAL

MAL

DWMSTOP
ELEMENT

MCMCHO%
MOMCHOS5
MOMCHO6
MOMCHOT
MDMCHOB

MOMCHCY
MCMCH10
MCMCH11
MOMCH12
MOMCH13
MOMCH 14
MOMCH15

MOMCRO1
MDMCS XX

MOMMHOL

MOMPACQL

MOMPHXX

MDMPHO3
MOMPHC4
MOMPH(QS
MOMPHO6
HOMPHOT
MDMPHOB

MOMPHOS

MOMPHI10

MOMPTO1

MDMSUXX

CEFENSE WORK MEASUREMENT STANDARO TIME DATA

™Y
VALUE

30
60
130
66

52
20
135
78
42
46

51

.

36
VARIABLE

145

95

VARIABLE

35
85
172
133
39
25
83
70

62

VARTABLE

ELEMENT INDEX

QPERATION/ELEMENT DESCRIPTION

CARDS,HANDLE, (IBM ACCTG MACHINE) REMOVE CARCS

FROM RACK (2 HANCS)

CARDSy HANDLE, (IBM ACCTG MACHINE)}=REMQVE
CARCS FRCM ONE POCKET

CARDS HANDLE, ( 1BM ACCTG MACHINE) REMOVE CARCS
FRCM STACK AT BOTTOM OF MACHINE

CARDS HANDLE,{ IBM ACCYG MACMINE) PLACE
CAROS [N HQPPER

CAROS 4HANDLE, { IBM ACCTG MACHINE) = PLACE CARCS
IN TRAY

CAROS+HANOLE,PLACE CARDS IN RACK
CARCS,HANDLE,PLACE CARDS ON MACKINE TQP
CARDS.H‘NOLE. FAN NEW CARODS

CARDS +HANOLE, VERIFY SEVERAL (3 TO $) CARCS
CAROS+HANDLE,CCMPARE 2 CARCS
CARDSoHANDLE,ASSEMBLE CARDS AND CECK
CARCS,HANCLE, SORT CARCS TO CORRECT SECUENCE

COVER,RAISE,CARRIAGE=CONTROL TAPE (IBM ACCTG
FACHINE)

COLUMN=SCRY ,SET,FIRST ANO OTHER (IBM
SORTING MACHINES)

MATERIALS,HANCLE,DATA MACHINE

PAPER,ALIGN,IN ROLLERS=CONTROL TAPE {IBM
ACCTG MACHINE)

PAPER,HANCLE,REMOVE AND INSTALL PAPER (IEM
ACCTG MACHINE) ENGAGE AND OISENGAGE
PAPER BRAKE

PAPER HANDLE,REMOVE ANC INSTALL PAPER (IEM
ACCTG MACHINE) REMOVE CARRIAGE BAR

PAPER,HANDLE,REMOVE & INSTALL PAPER (IBM ACCTC
MACHINE)} INSTALL CARRIAGE BAR

PAPER,HANCLE,REMOVE & INSTALL PAPER { IBM
ACCTG MACHENE) WALK ARGCUND MACKINE

PAPER,HANDLE,REMOVE € INSTALL PAPER (IBM ACCTG
MACHINE)} REMOVAL CF PAPER

PAPER,HANCLE,REMOVE & INSTALL PAPER ([BM
ACCTG MACHINE) PLACE PAPER ON MACHINE

PAPER,HANCLE,REMOVE & INSTALL PAPER (IBM
ACCTG MACHINE) OPEN PAPER GUICES

PAPERyHANOLE,REMOVE & INSTALL PAPER (IBM ACCTG
MACHINE)=SLICE PAPER UNDER LEVER & ROLLER

PAPERs HANOLE REMOVE € INSTAL'. PAPER (IBM

ACCTG MACHINE) POSITION PAPER GUIDE TO PAPER

PLATEN, TURN ,KNCB

MACHINE SET=UP,REPLACE CONTROL
PANEL [N SMALL OR LARGE BOARC RACK

PAGE
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0CCUP=
ATION

213

213
213
213
213
213
213
213
213
213

213

QUALITY

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL
MAL
MAL

MAL

MAL.

MAL

MAL

MAL

MAL

MAL

MAL
NAL
MaL

MAL

OWMSTODP
ELEMENT

MOMSUQ3

MOMSUO4
MOMSUOS
MOMSUO6
MOMSUOT
MOMSUO8
MOMSUO9
MOMSU10
MOMSULL
MOMSU12
MOMSUL3
MOMSUL4
MOMSULS

MOMSUL6
MOMSU17
MOMSULS

MOMTHC1
MOMTHC2
MOMTHO3
MOMTHO4

MOMTHOS

MOMTHCS

MOMTRQ1

MOMVTOL
BKPCMOL
BKPCROL

BKPCSO1

OEFENSE WORK MEASUREMENT STANDARC TIME OATA

T™MU
VALUE

235
123

134
194
80
59
137
89
52

72

s2
55

44
98
75

60
27
83
30

i
a5

17

26
44
44

31

ELEMENT INDEX

QPERATION/ELEMENT ODESCRIPTION PAGE

MACHINE ,SET=UP,GET CONTROL PANEL FROM CABINET 35

MACHINE,SET=UP,0BTAIN CONTROL PANEL
FROM SMALL BOARD RACK

MACHINE,SET=UP, GET CONTROL PANEL 36
FRCM LARGE BCARD RACK

MACHINE,SET=UP,REPLACE CONTROL PANEL
IN DESK TYPE CABINET

MACHINE,SET=UP(IBM 402 CONTROL PANEL)I=OPEN
GATE COPERATICON :

MACHINE»SET=UP(IBM 402 CONTROL PAMNEL) REMOVE
BOARC QPERATION

MACHINE,SET=UP (1BM 402 CONTROL PANEL)
INSTALL BCARC

MACHINE,SETeUP (18M 402 CONTROL PANEL)
CLCSE GATE

MACHINE,SET=UP(IBM 519 CONTROL PAMNEL)IREMQVE
GATE CPERATICN

MACHINE,SET=UP (18M 519 CONTROL PANEL} REMOVE
BOARC QPERATION

MACHINE,SET=UP (IBM 519 CONTROL PANEL) 37
INSTALL BCARD

MACHINE,SET=UP(IBM 519 CONTROL PANEL)=CLCSE
GATE OPERATION

MACHINE,SET=UP,OPEN GATE TO REMOVE ANC INSTALL
CCNTROL PANEL BOARD ’

MACHINE,SET=UP,REMOVE CONTROL PANEL BOARC
MACFINESET=UP, INSTALL CONTROL PANEL EOARD
MACHINE,SET=UP,CLOSE CONTROL PANEL GATE

TRAYSoHANDLE,(IBM ACCTG MACHINE)
UNLOCK TRAY FASTENER

TRAYS HANOLE, {18M ACCTG MACHINE) = LOCK TRAY
FASTENER

TRAYS HANCLE, | IBM ACCTG MACHINE) REMOVE 38
TRAY

TRAYS,HANOLE, (18M ACCTG MACHINE} PUT TRAY
CChN

TRAYS,HANOLE, (1BM ACCTG MACHINE)=fPICK UP TRAY

TRAYSoHANDLE, (IBM ACCTG MACKHINE)=PLACE TRAY
"IN FILE DRAWER

TAPE,RENMOVE,OLD CONTROL TAPE (IBM ACCTG
MACHINE)

VERNIER,TURN,KNOB

CARC, MCVE, TO HOPPER
CARD,REMOVE,FROM RELEASE HOPPER

CARC,SIGHT=CHECK, PUNCHED

B=9




CCCuP=

ATION
213
213
213
213

213
213

213
213
213
213

213

213

213

QUALITY

MAL
TAL
MAL

FAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL
MAL
MAL

MAL

MAL

MAL

MAL
MAL

MAL

MAL
MAL

MAL

TAL

MAL

MAL

MAL

DWMSTCP
ELEMENT
BKPXDOL
BKPMT XX
8KPROOL
BKPRTOL

MKPCBO1

MKPCBO2

MKPCD XX

MKPCDO3

MKPCGOL

MKPCIOL

MKPCMOL

MxPCO01
MKPCPCL
MKPCROL

MKPCSO1
MXPOAO]
MKPOCOL

MKPOIC1

MKPOMXX

MKPORO1L

MKPDS XX
MKPOT XX

MKPHLOL

MKPHUCL
MKPOPOL

MKPRD XX
BCABDXX

BCAKOO1

‘BCAKDO2

BCAKOO3

CEFENSE WORK MEASUREMENT STANDARC TIME CATA

T™U
VALUE
5
VARIABLE
29
6

30
53

VARTABLE
11

69
47

128

69
139
60

42
.116
'160
1C6

VARITABLE

S1

VARIABLE
VARTABLE

126

47
15

VARI ABLE

VAR[ABLE

15

ELEMENT INDEX

CPERATION/ELEMENT OESCRIPTION

KEYe CEPRESS
MACHINE TIME, OUPLICATE OR SKIP CCLUMNIS)
REGISTER KEY, DEPRESS

REACTION TIME,PER OCCURRENCE QOF AUTOMATIC SKIP
OR DUPLICATICON

CARC,8ATCH, SET=UP, REPLACE 1.0« CARD

CARO, BATCH,SET=UP, PLACE BLANK CARC
BEHINDO DECK

CARD,OUPLICATE,8C CCLUMNS

CARC,SKIP, OR DUP, MANUALLY, EACH OCCURRENCE
CURING CARC PUNCFING.

CARD, GET, NEW PROGRAM

CARD, INSERT MANUALLY, [NTO REAC CR PUNCH
STATION OF CARC BED.

CARCS, MEASURE, KEYPUNCH

CARDS,OBTAIN,HANCFUL (AVG 200 CARCS) FROM A
STANDARD 2000 COUNT EAM CARD BCX

CARD ,PLACE, FROGRAM,CNTC 1BM MACHINE PROGRAM
CRUM

CARD,REMOVE,PROGRAM,FROM [BM MACHINE PROGRAM
DRUM

CARD, SLOT, PLACE OLD CARD IN
CARDS +ALIGN,DECK, INTO A PRECISE BLOCK
DECK.CFECK ,CARD,BY RIFFLING

DRUM, INSTALL,PROGRA¥ TYPE ON IE~ CARD PUNCH
MACHINE

DRAWER, MOVE, CPEN ANC CLOSE CARD CABINETY

DRUM ,REMOVE ,PROGRAM TYPE,FRCM 18M CARC PUNCH
MACHINE

DECK,SIGHT=CHECK,CARD PUNCFING
DOCUMENT, TURN,ASICE SOURCE COCUMENT

HOPPER,LOAC,HCRIZCNTAL TYPE, WITH CECK OF
CARCS

HCPPER,UNLOAD,HCRIZCNTAL TYPE CARC
X/OVERPUNCH

DATA,READ, (ADCITICNAL DATA UNIT) FRCM SOURCE
CCCUMENT

BAR,CEPRESS,OF 10 KEY ADDING OR CALCULATCR
MACHINE

KEYe CEPRESSe ADDING MACHINE CR CALCULATCR

KEY,CEPRESS, 1C KEY ACDING OR CALCULATING
MACHINE, USED 1 CR MORE HOURS PER DAY

KEY,DEPRESS, ENTER FIRST OIGIT ON MULTI=COLUMN

KEYBOARD CALCULATOR

B=10

PAGE
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CEFENSE WORK MEASUREMENT STANDARD TIME DATA
ELEMENT INDEX

OCCUP= QUALITY OwMSTOP ™U OPERATION/ELEMENT DESCRIPTION PAGE
ATION ELEMENT VALUE :
216 MAL BCAKDC4 8 KEY,0EPRESS, ENTER ADCITIONAL DIGIT ON MULTI= 44
COLUMN KEYBOARD CALCULATGR QR ADCING MACKINE.
216 TAL BCAMRXX VARIABLE MACHINE,RUN TIME,FOR MULTI=COLUMN KEYBDARD 45
CALCULATOR :
216 TAL BCAMT XX VARTABLE MACHINE TIME,FCR 10 KEY MACHINES 46
216 MAL MCADEXX VARIABLE DIGIT(S), ENTER
216 MAL MCAMCXX VARIABLE MACHINE,CLEAR
216 MAL MCAMARXX VARTABLE MACHINE,RUN TIME,FRIDEN CALCULATOR
216 MAL MCATTO1 58 TAPE,TEAR,PRINTING CALCULATOR 47
216 MAL TCAMA XX TABLE MACHINE,ADDITICN,WITH TEN KEY ACDING OR
CALCULATGR MACKHINE
216 MAL TCAMD XX TABLE MACHINE,DIVISICN,ENTER FIRST ANC ACOITIONAL
OIGITS IN DIVIDEND ANO OIVISCR
.216 MAL TCAMMXX - TABLE MACHINE MULTIPLICATION,WITH CALCULATOR 48
216 MAL TCAMRXX TABLE MACHINE,RUN TIME,FOR CIVISION OPERATIGNS ON
CALCULATCRS
216 MAL TCAMS XX TABLE MACHINE,SUBTRACTION,TEN KEY ACCINC MACHINE OR
CALCULATCR
222 MaL MiDCAOQL 1119 CARD,ANNOTATE ADJUSTMENTS FROM SHIPMENT FLANe 49
NING WCRKSHEET
222 MAL MIDCSO1 450 CARD,SELECT,DATA
222 MAL MIDDAQCL 593 DOCUMENT,ATTACK,TC CATA CARDS
_____ 222 MAL MIDDMXX VARTABLE DOCUMENTS, MATCH
222 mMaL . MIDDRO1 492 DUCUHENT.REVIEhvSPIPMENT PLANNING WORK SFEET,
FCR ENTRIES,MATCF CARDS
222 MAL MIDDRO2 297 DOCUMENT,REVIEWy PULL CARDS TC COMPARE DATA.
222 MAL SI0CMXX VARTABLE CARbS.NATCH.TC SHIPMENT PLANNING WCRKSHEET
(SPWS)ICR DD1348=]1 SHIPPING DCCUMENTS
222 MAL SLopCCl 5752 PLANCGRAPH,COMPLETE : 50
222 MAL STYMP XX VARTABLE MESSAGE ,PREPARE,FCRM,CD 173
222 rAL MWRNNC] 113 PRICRITY NUMBER,WRITE
222 MAL SWRCCOL 3068 CARCI{MAGAZINE ODATA),COMPLETE(RECEIVING)
222 MAL SWRCCO2 1578 CARC(MAGAZINE DATA)COMPLETEISHIPPING)
222 MAL SWRCPOL 3625 CARC(BIN REPLENISHMENT=DD FCRM 856)4PREPARE
222 MAL SWRDPC1 429 DOCUMENT(PER PALLET SHIPPED OR RECEIVECL), ‘ 51
: PRCCESS
222 . MAL ~ SWRDPC2 . 917 DOCUMENT(PER BILL OF LAODING=SHIPPING),PRCCESS
222 MAL SWROPO3 1495 DOCUMENT(PER BILL OF LADING RECEIVEC),PRCCESS
222 MAL SWROPC4 501 DOCUMENTI(SINGLE LINE ITEM=PARCEL FOST=PACK),
PRCCESS
222 MAL SKRDPQS 848 DOCUMENT(KEY=PACK MULTI=L INE PACKS),PROCESS
222 MAL SWROPO6 1568 OOCUMENT,PROCESS=PER LINE ITEM RECEIVEC AT 52

CCEAN TERMINAL

Bell




CCCUP=
ATIGON

222
222
222
222

222

222
222

22;
222
222
222
222
222

222
‘222
222

222
222
222

234

QUALITY

MAL
MAL
MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL
MAL

MAL

MAL
MAL
MAL

MAL

OuMSTOP
ELEMENT

SWROPQ7
SWROP QS
SWROPCY
SWROP10

SWROP11

SWROP12

SWROP13

SHRDP14

SWRDP1S

SWRDP 16

SWROP18

SWROP1S

SWRDP 20

SWROP21

SWRDP 22

SWROP23

SWROP24
SWRPO17
SWRSKWOL

SAMPP XX

DEFENSE WORK MEASUREMENT STANDARD TIME OATA

TMU
VALUE

565
1702
954

1878

1426

1358

2282

676

1531
127

1121

6483
6397

1025
617
714

1466
4721
236

VARUABLE

ELEMENT INDEX

OPERATION/ELEMENT DESCRIPTION

DOCUMENT, PROCESS=PER LINE ITEM PACKEC
DOCUMENT(PER LINE ITEM PACKAGED),PROCESS
DOCUMENTC(PER LINE ITEM SHIPPEC) PROCESS

DOCUMENT(PER LINE ITEM SHIPPED=LOT VERIFI=
CATICN RECUIREL),PROCESS

DOCUMENT(PER PARCEL POST ITEM RECEIVEDI),
PROCESS

DOCUMENTIPER LINE ITEM RECEIVED),PROCESS

DOCUMENT(PER LINE ITEM RECEIVED=LCY
SEGREGATION RECUIRED),PROCESS

DOCUMENT (GTHER THAN KEYwPACKING MULTI={ INE
ITEM PACK),PROCESS

DOCUMENT(PER PACKING LIST=KEY COC.),PROCESS

OOCUMENT(BREAKOCWN CF CONSOLICATEL PACK),
PRCCESS

DOCUMENT,PRCCESS=PER LINE I[TEM SHIPPEC FROM
OCEAN TERMINAL

ODOCUMENT(DC FORM B808=CVER/SHORT FREIGHT),
PRACESS

OOCUMENT(DC FORM 6=CAMAGED/ IMPROPER
SHIPMENT REPCRT) ,PROCESS

OGCUMENT(PER LINE ISSUED),PROCESS
DCCUMENT(INTRA®QEPQY MOVEMENT),PROCESS

DOCUMENT, PRCCESS=PER PIECE(AIR CARGO)
RECEIVED

DOCUMENT, PRGCESS=PER BIN STOW(OME LINE ITEM)
DOCUNENT . PRCCESS=PER BIN REPLENISHNMENT
SIZE OF CARTONJWRITE ON FORM

PLATE(S),PREPARE ) ADCRESSOGRAPH FOR INCIVIOUAL
CR ACTIVITY

8=12

PAGE

52

53

54

55




DEFENSE WORK MEASUREMENT STANDARD TIME OATA
NOUN/VERS INOEX

OPERATION/ELEMENT DESCRIPTION

ARTICLE,REMOVE,FROM A DESK ORAWER

BALL,POSITION,TO EXACT LINE USING VARIABLE
LINE SPACER FROM WITHIN 6 LINES OR 1 INCH

SALL,POSITION,TO EXACT SPACE OM SAME LINE
BAND, INSTALL ,RUBBER, ON BUNOLE OR ROLL
BANO,REMOVE,RUBBER FROM BUNOLE OR ROLL

B8AR,DEPRESS,0F 10 KEY ADDING OR CALCULATOR
MACHINE

BINOER,CLOSE,TECHNICAL ORDER TYPE WITH RING
ANC CENTER POST LOCKING MECHANISM

BINDER yCLOSE,2=3 RING LOOSE LEAF TYPE

BINOER, CLOSE,2 POST LEDGER TYPE WITH XEY
LOCKING MECHANISM

BINOER,CLOSE,2 POST LEDGER TYPE WITH THUNS
ACTUATED LATCH BAR MECHANISM ’

BINOER,CLOSE+2 POST LEDGER TYPE,WITH BUTTON
TYPE LATCh MECHANISM

BINOER,CLOSE,4 POST TYPE,WITH SCREW ANO LEVER
LATCH MECHANISM

BINOER,OPEN,TECHNICAL OROER TYPE
RING AND CENTER POST LOCKING MECHANISM

BINDER,OPEN,2%3 RING LOOSE LEAF TYPE

élNDEﬁvOPENtZ POST LEDGER TYPE WITH KEY
LOCKING MECHANISM

BINDER,OPEN,2 POST LEDGER TYPE WITH THUNS
ACTUATED LATCH BAR AND MECHANISM

BINOER,OPEN,2 POST LEDGER TYPE WITH BUTTON
TYPE LATCH MECHANISM

BINDER,OPENs4 POST TYPE,WwITH SC‘EN ANO LEVER
LATCH MECFANISM

BCOKCASE,ACCESS,OPEN OR CLOSE GLASS OOOR

BRUSH=HOLCER DISENGAGE +CONTRCL TAPE (I8BM
ACCTG MACHINE)

BUTTON, PUSH, CONTROL TYPE ShITCH

BUTTONS , PUSH, CONTROL ,MULTIPLE SET

BUTTONS, PUSH,CONTROL SET LINE PRINT CONTROL

CAPINET,CLCSE,2 DOOR STORAGE,mITH BOTH HANDS
EMPTY,OR WITH ONE HAND FOLDING OBJECT WEIGHING
LESS THAN 2.5 LBS.

CABINET,CPENs2 DODR STORAGE,MITH BOTH HANDS
EMPTY,OR WITH ONE “AND FOLOING QBJECT WEIGHENG

_LESS THAN 2.5 LB8S.
CARC(BIN REPLENISHMENT=0D FCRM 856),PREPARE
CARCI(MAGAZ INE" DATA) COMPLETE (RECEIVING)

CARCU(MAGAZINE DATA) ,COMPLETE(SHIPPING)

™y
VALUE

VARIABLE
77

38
VARIABLE
VARTABLE

VARIABLE

143

30
159

118

128

26
137

76

89

126

74
25

VARTABLE
69
64

66

4S

le2s

3068
1578

accup=-
ATICN

209
203

201
209
209
216

ZQ9

209
209

208
209
209
209

209
209

208
20
209

20
213

20s

208

222

222

DuMSTCP
ELEMEANT

MCGARXX

MTYCPC3

MTYCPCE
MFFBI XX
MFFBRXX

8CABCXX

MFFBCC2

MPFBCCL

MPFBC (4

MFFBCCS

MPFBCCe

MFFBCC3
MEFBCC2

MPFBOCI1

MFFBOC4
MPFBQOCS
MEFBGCH
MEFBOC3

MCGBACL

MCMBOCL

MACBP 2 X
MACBPC4
MACBPCS

MCGCCCL
MCGCOCL
SKRCPCI

SWRCCCL

SWRCCC2

PAGE

20

22
23

43

22

22

22

22

23

22

23

23

23

20
31

31
31
31
20

20

S¢
S0




DEFENSE WORK MEASUREMENT STANDARD TIME DATA

NOUN/VERB INOEX

OPERATION/ELEMENT OESCRIPTION

CARDUS )y HANDLE,FILING 3XS TQO 5X9 INCH CARDS

CARC,ANNOTATE, ADJUSTMENTS FRCM SHIPMENT PLAN=
NING WORKSHEET

CARC, BATCH,SET=UP, PLACE BLANK CARD
BEMIND ODECK

C2R0,BATCH, SET=UP, REPLACE 1.0. CARD
CARDO,OUPLICATE,80 COLUMNS

CARC, GET, NEW PROGRAM

CARD, HANCLE, INSERT, INTO FILE

CARD,HANDLE,RAISE FROM FILE TO READ & PUSH
BACK INTO FILE

CARD,HANDLE ,REFOVE FROM FILE & SET ASIODE
CARC,HANCLE,REPLACE IN FILE,NEXT CARD TILTED
CARD, HANOLE,REPLACE IN FILE.NEXT CARD TILTED

CARD, INSERT,MANUALLY, INTC READ OR PUNCH
STATION OF CARD BED.

CARD,LOCATE, IN TAB INDEX FILE ‘
CARD, MOVE, TO HOPPER

CARD,PLACE, IN VISIBLE INCEX FILE
(3x5 TO 8%kl INCH CARD)

CARD,PLACE,PROGRAM,ONTO 18M MACHINE PROGRAM
DRUM .

CARC+REMCVE,FRCM RELEASE HCPPER

CARC,REMCVE,FRCM VISIBLE INCEX FILC.3X5 TO
8X11 INCH CARD} .

CARC,REMCVE, PROGRAM,FRCM [BM MACHINE PROGRAM
DRUM

CARD,REMOVE FROM FILE AND TILT NEXT CARD
CARC,SELECT,DATA
CARD,SIGHT=CHECK ,PUNCHED

CARC,SKIP, OR CUP, MANUALLY, EACK OCCURRENCE
DURING CARD PUNCHING.

CARC, SLCT, PLACE OLD CARD I[N

CARCS/PAPERS ,ALIGN,50 CARDS CR PAPERS 8X12 IN.
SIZE=APPRCXIMATE ALIGNMENT LYING ON FLAT
SURFACE

CARCS/PAPERS ,JCSTLE.CNE TIME,ANY SIZE

CARCS,ALIGN,DECK, INTO A PRECISE BLOCK

CARCS.+ANC'.E,([AM ACCTG MACHINE)} REMOVE
CARCS FROM HOPPER

CARCS,HANCLE, (IBM ACCTG MACKFINE) REMOVE
CARCS FRGM TRAY

CARDS,HANDLE, (1BM ACCTG MACKINE) REMOVE CARDS
FRCM RACK (1 HAND)

THU
VALUE
TABLE
1119

53

30
VARTABLE
65
32
3¢

36
s¢
42
41

VARIABLE
44

205

44

109
60

52
450
31

11
42

78

15
116

40
70

54

C=2

occup=

ATICN
206
222

213

213
213
213
206

208

206
206
20¢&

213

206
213

206

213

213

20€

OWMSTCP
ELEMENT
TFLCHXX

MIDCACI
MKPCBC2

MxPCBC1
MKPCOXX
MKPCGC1
MFLCHC3
MFLCHCL

MFLCHC2
MFLCHCS
MFLCHCS

MKPCIC1

BFLCLXX
8KPCMC1

MFLCPCL

_ MKPCPCL

BKPCRC]

MFLCRCL

MKPCRC1

MFLCHC4
MIDCSCl
8KPCSCl

MKPCDC3

MKPCSCL

8PHCACI

BPHCJCL
MKPOACL

MCMCHC1

MCMCHC2

MCMCHC3

PAGE

49
39

39
40

40

40

38

41

38

41

49
38
40
41

26

26
41

32
a2

32




CEFENSE WORK MEASUREMENT STANOARD TIME (DATA
NOUN/VER® INOEX

- OPERAT ION/ELEMENT DESCRIPTION TMUY accup= DWMSTCP PAGE
; VALUE ATION ELEMENT
CARDS.HANOLE, (IBM ACCTG MACKFINE) REMOVE CARCS 117 213 NECMCHC4 32
FROM RACK (2 HANOS)
CARCS, HANDLE, (1BM ACCTG MACHINE)=REMOVE 30 213 MCMCHOS 32
CARCS FROM ONE POCKET
CARDS, WANOLE, ( IBM ACCTG MACHINE) REMOVE CARDS 60 213 MCMCHC6 32
FROM STACK AT BOTYTOM OF MACHINE
CARDS, MANDLE, { 1BM ACCTG MACHINE) PLACE 130 213 MCMCHG? 32
CARCS IN HOPPER
CARCS, HANDLE, ( IBM ACCTG MACHINE) = PLACE CARDS 66 212 MOMCHCB 33
IN TRAY
CARDS,HANOLE ,ASSEMBLE CARCS ANC CECK 4é 213 MCMCH 14 33
CARDS, HANCLE ,COMPARE 2 CARDS 42 213 MEMCF13 13
CARCS.HANDLE, FAN NEW CARDS ‘ 135 213 MEMCH11 33
CARCSHANOLE PICKUP FROM FLAT SURFACE,LOOSELY 37 209 BPHCHCL 26
STACKED,UP TO 25 CARDS IN BATCH
CARDS, HANCLE,PICKUP FROM FLAT SURFACE WITH TwO 52 209 BPHCKFC2 26
HANOS ,LOOSELY STACKED,25=50 CARDS IN BATCH
CARDS, HANCLE,PLACE CARGS IN RACK 52 ' 213 MCMCHCS 33
CARDS.HANDLE ,PLACE CARDS ON MACHINE TOP 20 213 MCMCH 10 33
CARCS,HANOLE ,SORT CARDS TO CCRRECT SEQUENCE 51 213 ' MOMCH 1S 33
CARDS,HANDLE,VERIFY SEVERAL {3 TO 9) CAROS 78 213 MEMCH12 13
CARDS,MATCH,TO SHIPMENT PUANNING WORKSHEET VAR ABLE ' 222 SIDCMaX 49
‘ . . (SPWSICR DD1348wl1 SHIPPING DOCUMENTS .
. CARCS, MEASURE, KEYPUNCH ’ 128 213 MKPCNC1 40
CARDS,0BTAIN,HANDFUL (AVG 200 CAROS) FROM A 69 213 MKPCOCL 40
STANDARD 2000 COUNT EAM CARC 80X
CARDS, SORT,BY HAND {PER CARC) ' VARTABLE 206 MELCS XX 8
CARRIAGE/B8ALL, POSITION,TO EXACT LINE USING e 201 MTYCPCL 2
ACLLER KNCB FROM WITHIN 6 LINES OR L INCH
"CARRIAGE/BALL,POSITION,TO EXACT LINE USING 66 203 MTYCPC2 2
VARTABLE LINE SPACER FRCM WITHIN 6 LINES
OR 1 INCH
CARRIAGE/BALL, POSITION,TO EXACT LINE FOR EACH 137 202 MTYCPC4 2
ACCITIONAL 6 LINES OR 1 INCH
CARRIAGE/BALL RETURN VAR [ABLE 2012 MTYCRXX 3
CARRIAGE,POSITION, TO EXACT SPACE ON SAME LINE 34 201 NTYCPCS 2
CARRIAGE,TRAVEL,TIME FOR MANULAL,ELECTRIC VARIABLE 203 BTYCTXX 1
OR BALL TRAVEL ON 1B8M SELECTRIC TYPEWRITER
PER INCH GF TRAVEL
CHATR,MOVE,NITH CASTERS,wHILE SITTING VARTABLE 209 BCGCMXX 18
CrAIR, TURN,SWIVEL CMAIR VARIABLE 209 8CGCT XX 18
CLIP,ATTACH,GEM OR IDEAL PATTERN PAPER CLIP TO 29 209 MEFCAC2 23
PAPERS=UP TO 1=3/4 INCH WIDE AND 2=1/2 INCH
LCNG
CLIP,ATTACH,SPRING TYPE BINDER,TO PAPERS 1/4 3¢ 209 MEFCACL 23

TO 1 INCH CAPACITY

"II' ”




e e e

DEFENSE WORK MEASUREMENT STANDARD TIME CATA
NOQUN/VERB INCEX

OPERATION/ELEMENT DESCRIPTICN TMU occupP= DWMSTCP PAGE
VALUE ATION ELEMENT

CLIP,REMGVE,GEM OR IDEAL PATTERN PAPER CLIP 16 209 MFFCRC2 24
FRONM PAPERS UP TO 1=3/4 INCH WIDE AND 2=1/2
INCF LONG

CLIP.REMOVE,SPRING TYPE BINDER FROM PAPERS l/4 28 20§ MEFCRC1 24
TO 1 INCH CAPACITY

CLUTCH,ACJUST,PLATEN 32 213 MCMCACL 31

CGLUMN=SORT,SET,FIRST AND OTHER (IBM VARIABLE 213 MCMCS XX 34
SORTING MACHINES) '

COVER,CLGSE,CARRIAGE=CONTROL TAPE (IBM ACCTG 33 213 MEMCCCL 32
MACHINE)=CLOSE CARRIAGE CCVER

COVER,RAISE,CARRIAGE=CONTROL TAPE (IBM ACCTG: 36 213 MCMCRC1 33
MACKINE) !

CATA,REAC, (ACOITIONAL DATA UNIT) FRCM SOURCE VARIABLE 213 MKPRC XX 43
COCUMENT

CECK,CHECK,CARC,8Y RIFFLING 16C 212 MKPCCCL 4l

CECK,INSERT,MICRGFILM CARTRICGE INTC MICROFILM 51 208 MFROICL 14
REACER

CECK,ORTAIN,MICROFILM CARTRICGE FROM STCRAGE ' 83 208 MFROCCL 14
FILE

CECK REMCVE,MICRCFILM CARTRICGE FROM 34 208 MFRDRC1 15

MICRCFILM READER

DECK,SIGHT=CHECK,CARC PUNCHING VARTABLE 213 MKPDS XX 42

CECK,STORE, MICROFILM CARTRICGE IN FILE 40 208 MFRDSC1 15

CICIT{S), ENTER VARIABLE 2lé : MCADE XX 48

CGCUMENT (BREAKDOWN OF CONSCLIDATED PACK), . 1271 222 SwROP 16 53
PROCESS

COCUMENT(COPY,ORAFT)OBTAIN,FRCH DESK ORAWER 62 209 MPHOOC1 27

CCCUMENT(COPY,ORAFT),08TAIN,ANC MOVE TO WORK= 32 209 MFHOO02 27
PLACE/TYPEWRITER

CCCUMENT(CC FORM 6=0AMAGED/IMPROPER 6397 222 SWRCPZ0 54
SHIPMENT REPORT),PROCESS ‘

CCCUMENTIOC FORM 808=CVER/SKORT FREIGHT), 6483 222 SRROP19 54
PRCCESS

CCCUMENT( INTRA=DEPOT MOVEMENT) ,PROCESS 617 222 SWRDPZ2 54

CCCUMENT(KEY=PACK MULT [=LINE PACKS),PROCESS 848 222 SWROPC5 51

DOCUMENTICTHER THAN KEY=PACKING MULTI=LINE 67¢ 222 SKRDP14 s3
ITEM PACK),PROCESS

CCCUMENT(PER BILL OF LAOING=SKIPPING)PROCESS 917 222 SWROPC2 51

CGCUMFNT(PER BILL OF LACING RECEIVED),PROCESS 149¢ 222 SWROPC2I st

CCCUMENT{PER LINE I[SSUED),PROCESS 1025 222 SWROP21 Séa

CCCUMENT(PER LINE ITEM PACKAGEC),PROCESS 1702 222 SwROPCB 52

CGCUMENTI(PER LINE ITEM RECEIVEC),PROCESS 1358 222 SWROP12 53

CCCUMENT(PER LINE ITEM RECEIVEC=LOT 2282 222 SWROP 13 53

SEGREGATION RECUIREL),PROCESS




DEFENSE WORK MEASUREMENT STANDARC TIME CATA
NOUN/VERB INOEX

OPERATION/ELEMENT DESCRIPTION TMU occup=- DwMSTCP PAGE
VALUE ATION ELEMENT

DOCUMENT{PER LINE ITEM SHIPPED),PROCESS 954 222 SRROPCY 52

OOCUMENT(PER LINE ITEM SHIPPED=LOT VERIFI= 1878 222 SWROP10 52
CATION REQUIRED),PROCESS

COCUMENT(PER PACKING LIST=KEY COC.),PROCESS 1531 222 SWRDP15 s3

CCCUMENT(PER PALLET SHIPPED CR RECEIVED), 429 222 SWROPC1 51
PROCESS

COCUMENT{PER PARCEL POST ITEM RECEIVED), 1426 222 SWROP11 LY
PROCESS

COCUMENT(S }s INSERT,IN ENVELCPES ’ VARIABLE 209 MPHD I XX 27

CCCUMENT(S),REMOVE,FROM ENVELOPE VARIABLE 209 MEHOR XX 28

CCCUMENT(S) o TURN,WITH BOTH HANCS VARTABLE 209 BPHO T XX 26

COCUMENTI{SINGLE LINE ITEM=PARCEL POST=PACK), 501 222 SRRDPC4 51
PROCESS

CCCUMENT,ATTACH, TO DATA CARDS 593 222 MIDDAC] 49

DCCUMENT,FILING, IN MANILA FCLDER 56 206 MFLDFCL . 8

DOCUMENT,FOLD,THRU 8 1/2 X 15 INCH SIZE,TWO 150 209 MPHDFC1 27
FOLCS

DOCUMENT,LOCATE,POSITION IK FOLDER CONTAINING VARTABLE 20¢& BFLDL XX 6
DOCUMENTS=SIZE 8X10 TO 8=1/2X14

DOCUMENT, PROCESS=PER BIN STOW{GNE LINE ITEM) 1466 222 SWROP 24 55

OCCUMENT , PROCESS=PER BIN REPLENISHMENT 4121 222 SWRPO17 55

COCUMENT , PROCESS=PER LINE ITEM RECEIVED AT . 1598 222 ' SHROPCS 52
OTEAN TERMINAL :

COCUMENT , PROCESS=PER LINE -ITEM PACKED 565 222 SWROPC7 52

CCCUMENT ,PROCESS=PER LINE [TEM SHIPPED FROM 1121 222 SWROP 18 53
OCEAN TERMINAL

COCUMENT , PROCESS=PER PIECE(AIR CARGO) 714 222 SWROPZ3 55
RECEIVED

CGCUMENT,REVIEW, PULL CARDS TC CCMPARE DATA, 2917 222 MIDDRC2 49

CCCUMENT,REVIEW,SHIPMENT PLANNING WORK SHEET, . 492 222 MIDDRCL 49
FOR ENTRIES,MATCH CARDS

CCCUMENT,SCRT, SHEETS/PAGES,BY +AND VARIABLE 209 MFHDS XX 28

COCUMENT,STAMP ,WITH A PLUNGER TYPE NUMBERING 27 209 MIDOSC? 16

INK STAMP TO A CLOSE LOCATICN.FIRST DOCUMENT

CCCUMENT,STAMP,WITH A PLUNGER TYPE NUMBERING 78 209 MIDDSCS8 16
INK STAMP TO A CLOSE LCCATION, ADOCITIONAL
COCUMENTS AND ASIDE

COCUMENT,,STAMP, WITH A PLUNGER TYPE NUMBERING 21 209 . MIDDSC9 16
INK STAMP TO AN APPROXIMATE LOCATION, FIRST
COCUMENT

OCCUMENT ,STAMP,WITH A PLUNGER TYPE NUMBERING 65 209 MIODS IO 17

INK STAMP TO AN APPROXIMATE LOCATION, ADD=
ITIONAL COCUMENT ANO ASICE

DCCUMENT,STAMP,WITH AUTOMATIC TIME STAMP 2¢ 209 MIDDSC1 15

CCCUMENT,,STAMP ,wITH MANUAL TYPE STAMP 31 20$ MIDDSC2 .18




DEFENSE WORK MEASUREMENT STANDARD TIME OATA

NOUN/VERB INDEX

OPERATION/ELEMENT DESCRIPTION T™MU
VALUE

DQCUMENT STAMP,WITH RUBBER INK STAMP TO A 47
CLOSE LOCATIONGFIRST OCCUNMENT

COCUMENT,STAMP ,WITH RUBBER INK STAMP TO A 62
CLOSE LOCATION,EACH ADDITIONAL UP TO FIVE
DOCUMENTS AND ASIODE

COCUMENT,STAMP,W ITH RUBBER INK STAMP TO AN 3s
APPROXIMATE LOCATION,FIRST DOCUMENT

CGCUMENT ,STAMP ,WITH RUBBER INK STAMP TO AN 55
APPROXIMATE LOCATION,EACH ACDITIONAL UP TO
FIVE DOCUMENTS ANO ASIDE

COCUMENT ,SUSPENSE ,PLACE IN,REMOVE FROM FILE ’ 232

COCUMENT,TURN,ASIDE SOURCE OCCUMENT VARIABLE

CCCUMENT ,UNFOLC,THRU 8 1/2 X 15 INCH SIZE, TwO 48

© FCLOS

DOCUMENTS ¢ AL IGNy BATCHs CARDS/SHEETS (PAPERS) TABLE

COCUMENTS , HANOLE ,SINGLE CR BATCH AT FILE TABLE
LOCATION

COCUMENTS  MATCH VARIABLE

CCCUMENTS,STAPLE . TABLE

ORAWER, CLOSE.DESK, ALL SIDES & CENTER VARIABLE

CRAWER, MOVE, CPEN AND CLOSE CARC CABINET VARIABLE

DRAWER, OPEN,DESKs ALL SIDES AND CENTER VARTABLE

CRUM, INSTALL , PROGRAM TYPE ON IBM CARD PUNCH - 106
MACHINE

CRUM,REMOVE, PROGRAM TYPE,FRCM I[8M CARD PUNCH 91
MACHINE

ENVELOPE, OPENJMAILING TYPE 16

ENVELOPE, SEAL.GUMMED FLAP VARTABLE

ENVELOPE,TYPE,MAILING ADORESS VARIABLE

FASTENER.ATTACH,ACCO TYPE VARIABLE

FASTENER,CLOSE,2=3/4 INCH ACCO TYPE,NITHOUT 3¢
LOCKSTRAP AND PRONGS BEAT OUTWARD

FASTENER,CLOSE,2=3/4 OR 8=1/2 INCH ACCO TYPE 182
WITH LOCKSTRAP AND WITH OR WITHOUT OGVERLAPPING
PRONGS

FASTENER,OPEN,2=3/4 INCH ACCC YYPE WITHGUY 34
LOCKSTRAP AND PRONGS BEMNT OUTWARD

FASTENER,OPEN,2=3/4 QR B8=1/2 INCH ACCO TYPE VARTABLE

FASTENER,PREPARE ,2»3/4 OR 8+1/2 INCH ACCC TYPE 44
FOR ATTACKHMENT

FILE DRAWER,CPEN AND CLOSE,STANDARD UPRIGHT - VARIABLE
TYPE FILE,MULTI ORAWER

FCLDER,LOCATE,POSITION IN FILE CF FOLDERS 9X12 VARIABLE
OR SX15 INCH SIZE

FCLDERS HANDLE+SINGLE OR BATCK AT FILE TABLE
LCCATION

occup=
ATION

209

209

209
206
206

213
20§

209
206

222
209
209

209
213

213

209

208

208
209

206

ONMSTCP
ELEMENT

MIDDSC3

MIDDSC4

MIDDSCS

MIDDSCS

MFLOSCL
MKPOT XX

MPHOUCL

TPHOA XX

TFLOHXX

M IDOMXX
TPFOSX
MQGDC xX
MKPOMXX
MOGDO XX

MKPDICL

MKPORC1

MPHEDC1
MFHES XX
STYET XX
MFFFA XX

MEFFCCL

MPFFCC2

MEFFCC3

MEFFCXX

MEFFPC1

MELFCXX

BFLFLXX

TFLFHXX

PAGE

15

16

18

16

42
28

30

49
2s
20
42
20

41

42

28

28

24

24

24

24

24
25

10




CEFENSE WORK MEASUREMENT STANDARD TIME DATA
NOUN/VERB INOEX

‘ i OPERATION/ELEMENT OESCRIPTIGN TMU occupP= OWMSTCP PAGE
. VALUE ATIGN ELEMENT
FGRM(S), SEPARATE, INTERLEAVED, AND PULL TABLE 209 TPHFS XX 30
SHEET(S)/CARBON(S)
HANDLES yPLACE,BINDER CLIP,IN DCWN POSITION 14 209 MEFHPCL 25
HANOLES,PLACE,BINDER CLIP,IN UF POSITION 48 206 MFFHPC2 25
HCPPER,LOAD,HORIZONTAL TYPE, WITH DECK OF 12¢ 213 MKPHLCL 42
CARCS .
HCPPER,UNLOAC,HORTZONTAL TYPE CARD - 47 213 MKPHUC1 42
ITEM,DELETE,ON WORK SHEET/COCUMENT ) i0s 209 MFHIDCL 28
KEY, DEPRESS » 5 212 BKPKOC1 39
KEY, DEPRESS, ACDINC MACHINE OR CALCULATOR 5 216 BCAKCC1 43
" KEY,DEPRESS, CONTINUOUS TYPE PER STROKE 4 202 BTYKOC1 1
KEY,CEPRESS, CONTINUOUS TYPE PER STROKE 5 203 aTYKCC2 1
KEY,CEPRESS, ENVER AODITIONAL CIGIT ON MULTIe 8 216 BCAKCC4 44
COLUMN KEYBOARD CALCULATCR CR AODING MACHINE.
KEY,DEPRESS, ENTER FIRST OIGIT ON MULTI=COLUMN 15 21¢ 8CAKCC3 43
KEVBOARC CALCULATOR
KEY,DEPRESS, L0 KEY ACCING OR CALCULATING 3 216 BCAKCC2 43
MACHINE, USED 1 OR MORE HCURS PER DAY
KEY,SHIFT,LOCK OR UNLOCK TYFEWRITER=MANUAL, VARIABLE 203 MTYKS XX 3
. ELECTRIC, & [BM SELECTRIC.
LABEL ,ATTACH,DYMO TAPE WRITER,TO SURFACE AT AN 12 209 . MIDLACS 17
. APPROXIMATE LOCATICN .
LABELATTACH,FLAT PRESSURE SENSITIVE TYPE TO 135 209 - MIDLAC3 17
FCLCER,CARD STOCK OR PACKAGE .
LABF. ,ATTACH,GUMMED FLAT TYPE TO FOLDER,CARD 164 209 MIDLAC2 17
- STOCK OR PACKAGE
LABEL ATTACH,GUMMED FOLD TYPE TO FOLDER OR 22¢ 205 MIDLACL 17
CARD STOCK .
LABEL,CUT,TO LENGTH,O0YMO TAPE WwRITER 204 209 MIoLCCl 17
LABEL,PREPARE,PER CHARACTER CYMC TAPE WRITER 51 209 MIDLPCH 17
LABEL,SPACING, BETWEEN WORDS CR CHARACTERS,DYMO 21 208 MICLSCL 18
TAPE LABEL WRITER
LATCH,CLCSE, ON HANOLE OF 31 209 MPHLCCL 29
GUILLOTINE PAPER CUTTER
LATCH, OPEN.ON HANDLE OF GUILLCTINE i 38 209 MFHLCCL 29
PAPER CUTTER
LINE,INDEX,ACCITIONAL,ELECTRIC TYPEWRITER 4 203 BTYLIC2 1
LINE, INCEX,ACCIT IONAL,MANUAL TYPEWRITER 10 203 8TYLIC] 1
LINE,TYPE VAR [ABLE 203 MTYLTXX 3
MACHINE,AODITION,WITH TEN KEY ACCING OR TABLE 216 TCAMA XX 47
CALCULATOR MACHINE
MACHINE,CLEAR . VARTABLE 21¢& MCAMC XX 46
MACHINE,CIVISION,ENTER FIRST ANC ADDITICNAL TABLE 21¢ TCAMC XX 47

DIGITS IN OIVIDEND ANC CIVISOR




CEFENSE WORK MEASUREMENT STANODARD TIME CATA

¢ NOUN/VERB INODEX

OPERATION/ELEMENT DESCRIPTION ™Y OCCUP= OwMSTCP PAGE
VALUE ATICN ELEMENT

MACHINE ,MULTIPLICATION,WITH CALCULATOR TABLE 216 TCAMMXX 48

MACHINEJRUN TIME,FOR DIVISION CPERATIONS ON TABLE 21¢ TCAMR XX 48
CALCULATORS

MECHINE,RUN TIME,FOR MULTI=CCLUMN KEYBOARO VARTABLE 21¢é 8CAMRXX 45
CALCULATOR

MACHINE,RUN TIME,FRIDEN CALCULATOR . VARIABLE v 216 MCAMR XX 46

MACHINE,SET=UP{IBM 402 CUNTRCL PANEL)=0PEN 80 213 MCMSUCT 36
GATE CPERATION

MACHINE ,SET=UP(IBM 402 CONTRCL PANEL) REMOVE 59 213 | MCMSLCSB 36
B8CARC OPERATION .

MACHINE,SET=UP (IBM 402 CONTROL PANEL) 137 213 MCMSUCY 36
INSTALL BOARD

MACHINE,SET=UP (IBM 402 CONTROL PANEL) a9 213 MCMSU10 36
CLOSE GATE

MACHINE,SET=UP(IBM 519 CONTRCL PANELJREMOVE 52 zi% MCMSUIL 26
CATE OPERATION

MACHINE,SET=UP (IBM 519 CONTROL PANEL) REMOVE 72 213 MCMSU 12 36
BOARC OPERATION

MACHINE,SET=UP (IBM 519 CONTROL PANEL) 114 213 MCMSU13 37
INSTALL BGARD ‘

MACHINE,SET=UP(18M 519 CUONTRCL PANEL)=CLOSE 92 213 MCMSU 14 37
GATE CPERATION

MACHINE ,SET=UP,CLOSE CONTROL PANEL GATE s - 75 213 MCMSUl8 37

MBCHINE, SET=UP,GET CGNTROL PANEL FROM CABINEY 235 213 MCMSUC3. a5

MACHINE,SET=UP, GET CONTRCL PANEL 134 213 MEMSUCS 36~
FROM LARGE BOARD RACK

MACHINE,SET=UP,INSTALL CCNTROL PANEL BGARC 98 213 MCMSU1T 37

MACHINE,SET=UP,OBTAIN CONTRCL FANEL 123 213 MCMSUC4 35
FROM SMALL BOARD RACK

PACHINE,SET=UP,OPEN GATE TGO REMOVE ANO INSTALL 55 213 MEMSU 15 37
CONTRQOL PANEL BOARD

MACKHINE,SET=UP,REMOVE CONTROL FANEL BOARC 44 212 MCMSU 16 37

MACHINE,SET=UP,REPLACE CCNTRCL VARTABLE 213 MCMSUXX 3s
PANEL IN SMALL OR LARGE BCARD RACK

MACHINE,SET=UP ,REPLACE CCNTRCL PANEL 194 213 MCMSUCE 36
IN CESK TYPE CABINET

MACHINE,SUBTRACTION,TEN KEY ACGCING MACHINE OR TABLE 216 TCAMS XX 48
CALCULATOR

MACHINE TIME, CUPLICATE CR SKIP COLUMNI(S) VARIABLE 212 BKPMT xX i3

MACHINE TIME,ELECTRO=STAT CCPI{ER.EXPOSURE AND 703 207 . BRPMT(S 11
PRINT QUT TIHE‘

MACHINE TIME,EXPOSURE, XEROX COPIER 223 R 207 BRPMT 14 11

MACHINE TIME,FOR 10 KEY MACHINES VARIABLE 21¢ BCAMT XX 46

MACHINE TIME,PHOTO=COPIER,EXPOSURE TIME PER 29 207 - BRPMTC1 10

CIAL SETTING




CEFENSE WORK ‘MEASUREMENT STANDARD TIME DATA

NOUN/VER® INDEX

OPERATION/ELEMENT DESCRIPTION

MACHINE TIME,PHOTO=COPIER,PRINT QUT TINE PER
SINGLE COPY

MACHINE TIME,PHOTO=COPIER,PRINT QUT TIME PER
COPY FOR MULTIPLE COPIES

MACHINE TIME,PHOTO=COPIER,PRINT QUY TIME FOR
8OQUNC ORIGINALS

MACHINE TIME,PHOTO=COPIER,ROTATE FILM FOR
BOUND ORIGINALS

MACHINE TIME,PHOTO=CCPIER,MACHINE TIME TO
READY FOR EXPOSURE FOR BOUND ORIGINALS

MACHINE TIME,PRINT OUT,XERCX CCPIER

MACHINE TIME,PRINT QUT,XERCX CCPIER,ADDITIONAL
PRENT OUT TIME FOR 14 INCH COPIES

‘MACHINE TIME, THERMO=FAX

MACHINE TIME,VERIFAX COPIER,EXPOSURE TIME
MACFINE TIME,VERIFAX COPIER,ACTIVATE TIME
MACHINE TIME,WARMeUP,COLD MACHINE

MACHINE TIME, WARM=UP,HARM MACFING
MACHINE leE.HAﬂH-UP.XEROX CCPIER

MANUAL ACCITION,PER DIGIV,AFTER FIGURES HAVE
BEEN TRANSCRIBED FOR CONPUTATION

MANUAL MULTIPLICATION

MANUAL MULTIPLICATION,FIRST ANC AOODITIONAL
DIGITS

MANUAL SUBTRACTION.PER DFZIT,AFTER FIGURES
HAVE BEEN TRANSCRIBED FCR COMPUTATION

MARGINJSET NITH MAGIC MARGIN OR MARGIN SET KEY
OR VISIBLE SLIDING TYPE

MATERTALS,HANCLE .DATA MACHINE
MESSAGE,PREPARE, FORM,DD 173

MICROFILM, ADVANCE, READER MACHINE, FILM TG
DESIRED FRAME, PRINT, ETC. '

MICROFILM,REWIND, READER MACFINE,FILM,TO STOP
POSITION, MACHINE TIME INCLUDED

NUMBER/DIGIT,COPY,MANUALLY
PAC,CPEN/CLOSE,INK

PAGE/SHEET,FLIP,CORNER OF CARD GR PAPER TO
TURN, REMOVE, COUNT QR SEARCH

PAGE,TURN,COPY MATERIAL TO BE TYPED

PAPER,ALIGN, IN ROLLERS=CONTRCL TAPE (IBM
ACCTG MACHINE)

PAPER,ASIDE,FINISHED

PAPER,HANDLE ,REMOVE € INSTALL PAPER (I8M ACCTG
MACHINE) INSTALL CARRIAGE BAR

TMUY
VALUE

262

277

204

26

17

692
32

128
368
472
2113
1057
7217
28

VARIABLE

TABLE

24

42

145
VARIABLE

750

332

VARTABLE
52
23

41
95

33
8s

ocCupP=
ATION

207
207
207
207
207

207

207

207
207
207
207
207
207
209

209

209
209
203

213
222
208

208

209
209
209

203

209
213

OuMSTCP
ELEMENT

BRPMTC2
BRPMTC3
BRPMTC4
BRPMTCS
BRPMTO6

BRPMT 1S

BRPMT 16

BRPMT IO

BRPMT 11

‘BRPMT 12

8RPMTCT

BRPMT(CS

BRPMT13

BCGMAC]

80GMMIXX

TGGMMXX
8OGMSC1
MTYMSCL

MCMMHCL
STYMP XX

MFRMACL
MFRMRC1

MGGNC XX

MIDPOCL

“MFHPECL

8YIYPTCL

MCMPAC]

8TYPAC]

MCMPHCS

PAGE

10

10

10

11

12
12

11
11
11
11
11
11
18

19

21

19,

34
50
15

15

21
18

29

34

31

34




CEFENSE WORK MEASURENMENT STANDARD TIME [DATVA
NOUN/VERB INDEX :

OPERATION/ELEMENT DESCRIPTION

PAPER,HANOLE,REMOVE & INSTALL PAPER (18M
ACCTG MACHINE) WALK ARQUNC MACHINE

PAPER,HANDLE,REMOVE & INSTALL PAPER (IBM ACCTG
MACHINE) REMOVAL OF PAPER

PAPERyHANDLE,REMOVE €& INSTALL PAPER (18BM
ACCTG MACHINE) PLACE PAFER ON MACHINE

PAPER,HANDLE ,REMOVE & INSTALL PAPER (1IBM
ACCTG MACHINE) OPEN PAPER GUIDES

PAPER,HANDLE 4REMOVE € INSTALL PAPER (1BM ACCTG
MACHINE)=SLIDE PAPER UNCER LEVER & ROLLER

PAPER, HANOLE,REMOVE & INSTALL PAPER (IBM

Ty
VALUE

172

133

38

25

83

70

ACCTG MACHINE) POSITION PAPER GUIDE TO PAPER

PAPER,HANCLE,REMOVE AND INSTALL PAPER (lBM
ACCTG MACHINE) ENGAGE AND OISENGAGE
PAPER BRAKE .

PAPER,HANCLEREMOVE AND INSTALL PAPER (1BM
’ ACCTG MACHINE) REMOVE CARRIAGE BAR

PAPER, SET=UP,SHEET(S) OF BONO/FCRMS & CARBONS

PLANCGRAPH,COMPLETE

PLATE(S) +PREPARE ,ADDRESSCGRAPH FOR INDIVIDUAL
OR ACTIVITY | . . .

PLATEN, TURN,KNOB

PRIORITY NUMBER,WRITE

REACTION TIME,PER OCCURRENCE QF AUTOMATIC SKIP
OR CUPLICATION

REGISTER KEY, DEPRESS
RCLLER, TIGHTEN

SFEET(S),CUT,ON 15X15 INCH GUILLOTINE
TYPE PAPER CUTTER

SFEET(S)y INSERT, 1=25 SHEETS IN BINOER/FASTENER
SHEET(S), PUNCH, HOLES

SHEET(S),REMOVE,FROM BINDER

SHEET(S) +SEPARATE,ALONG PERFCRATION

SFEET(S),SEPARATE, FROM PERFCRATED BORDER
OF MULTI=SHEET(S) FCRM LISTING

SFEET(S),TEAR,FROM GLUEC PAO

SHEET,COPY,ADDIT IONAL, FRDM SINGLE SHEET
ORIGINAL,VERIFAX MCCEL 3

SHEET, COPY,SINGLE/FIRST COPY,VERIFAX MODEL 3

SHEET,COPY,SINGLE,~11 ENCH SHEET,XEROX 914
CGPIER

SFEET,COPY,SINGLE,=t4 INCH SHEET,XEROX 914
COPIER

SHEET,CCPY,SINGLE,BOUND CRIGINAL,PHOTO=CCPIER
3M MODEL 209 DRY COPIER

VARTABLE

35

TABLE
5752

VARTABLE

62
113

6

2%
14

VARTABLE

VARIABLE

61
VARIABLE
VARLABLE

TABLE

TABLE

268

1314

1670

1702

45¢

C=1l0

ocCuP=
ATION

213

213

213

213

213

213

202
222

234

209

209
209
209
209

208

207
207

2017

OwMSTEP
ELEMENT

MCMPHCS
MCMPKCOH
MCMPHCT
MCMPHCS
MCMPHCY
MCMPH10

MCMPH XX

MCMPECI

TTYPSXX
sLopccCl

SAMPP XX

MCMPTCL

MWRNWC1

BKPRTCL

BKPRCC!Y
MTYRTC1

MEHSC XX

MEFSIXX
MEHSPC1
MFFSRXX
MFHSS X

TPHSSXX

TPHSTXX

MRPSCC7

MRPSCC6

MRPSCCE

MRPSCCY

MRPSCC4

PAGE

34

34

s

35

35

35

36

34

5a
55

s
50

39

39

e

29

25
29
25
29
30’

ERS

13

13
13

13

12




CEFENSE NORK MEASUREMENT STANDARD TIME DATA
NOUN/VERB INCEX

OPERATION/ELEMENT DESCRIPTION T™MU
VALUE
SHEET,COPY,SINGLE,FROM OREGINAL,3M THERMO=FAX 153
SECRETARY MODEL
SHEET,COPY,SINGLE,ORIGINAL=ONE COPY=APECD 735
MOCEL 171
SFEET.COPY,SINGLE,ORIGINAL ON 3M AUTOMATIC DRY 336
PHOTQ=CCPIER,MCDEL 209=SINGLE COPY ONLY
SHEET,COPY,SINGLE,ORIGINAL,ON 3M AUTOMATIC ORY T4
PHOTO=COPIER MOCEL 209~MULTIPLE COPIES
SHEET,COPY,SINGLE,ORIGINAL,CNE SIDE,11 INCH 1029
COPY AND MACHINE wARM, XERGX 914 COPIER
SHFEET,COPY,SINGLE,ORIGINAL,CNE SIDE,14 INCH 1061
COPY AND MACHINE wARM,XERCX 914 COPIER
SHEET,COPY,SINGLE,ORIGINAL BCTH SIDES, 11 INCH 1962
FIRST COPY=COLC MACHINE, XEROX 914 COPIER
SFEET,COPY,SINGLE,ORIGINAL ,80T+ SIDESs l4 INCH 1994
FIRST COPY=COLD MACHINE,XEROX 914 CCPIER
SHEET,COPY,SINGLE,ORIGINAL ,80TH SIDES. 11 INCH 1321
SHEET, WARM MACHINE, XEROX 914 COPIER
SHEET,COPY, SINGLE,ORIGINAL,BOTH SIDES.14 INCH 1353
SHEET,WARM MACHINE, XERCX 914 CCPIER
SFEETS,HANDLE,BATCH PICK UP,ANY SIZE.FROM FLAT 31
SURFACE wITH ONE HANO=UFP TO 25 PAPERS LOOSELY
STACKED
SHEETS,HANCLE+BATCH PICK UP,ANY SIZE,FROM FLAT 41
SURFACE WITH TWO HANDS=25=5C PAPERS,LOOSELY
. STACKED .
SIZE OF CARTCN,WRITE ON FORYM 234
SPACING,CONTINUOUS.ELECTRIC TYPEWRITER, 20
MACHINE TIME ONLY PER INCH
SPACING,SET,SINGLE,OOUBLE CR TRIPLE LINE 22
SPACING ¢ MANUAL,ELECTRIC COR [BM SELECTRIC
SWITCH,ACTUATE 22
SWITCH,ACTUATE,MICROFILM REACER 23
SWITCH,ACTUATE,,START AND STOP,PHCTO=COPIER 1079
COLD MACHINE
TAR,ATTACH.EITHER FOLDED(UP TC 3 INCHES LGNG) 15¢
OR ROUNC PROJECTION TYPE GUMMED INDEX,TO CARD
STOCK DR SHEET
TAE,ATTACH,METAL SIGNAL,TO CARC STOCK 68
TAB,ATTACH,METAL SIGNAL,TO 'FOLCER OR DIVIDER 16
TAR,RELEASE/CLEAR,ALL STOPS COATINUDUSLY, 57
MANUAL OR ELECTRIC TYPEWRITER
TAB,RELEASE/CLEAR,PFR STOP,wITH UP TO NINE 20
INCHES OF CARRIAGE/BALL TRAVEL,MANUAL,
ELECTRIC GOR IBM SELECTRIC TYPEWRITERS
TAR,SET,POSITIONING CARRIAGE BY 4 TO 8 REPEAT= 34

EC OEPRESSIONS OF SPACE BAR.MANUAL,ELECTRIC CR
1BM SELECTRIC TYPEWRITER

c-11

occup=
ATICON

207
207
é01
207
207
207
207
207
207
2017

209
209

222
203

203
208
207

20§
205

209

203

203

203

DuMSTCP
ELEMEMT

MRPSCOS
MRPSCOL
MRPSCC2
MRPSCC3
MRPSC10
MRPSC11
MRPSC12
MRPSC13
MRPSC 14
MRPSC15

BPHSHCL
BFHSHC2
ShRSKWC1
BTYSCCL

MTYSSCL

8TYSACL
MFRSACL

MRPSAC)
MIDTAC3
MIOTAC

MIDTAC2

MTYTRC2

MTYTRCL

MIYTSC1

PAGE

12

13

14

14

14

14

ie

26

27

55

15
12

18

18

18




CEFENSE WORK MEASUREMENT STANDARD TINE DATA
NOUN/VERE INDEX

OPERATION/ELEMENT DESCRIPTION

TAB,SET,WITH UP TO 1 INCH OF SPACING,IBM

SELECTRIC TYPEWRITE

TAPE,REMOVE,QLC CONTROL
MACHINE)

TAPE {IBM ACCTG

TAPE,TEAR,PRINTING CALCULATQOR

TELEPHONE,CALL
TELEPHONE,CONVERSATION, T

TELEPHCNE,DIAL,ONE DIGIT

TELEPHONE, IDENTIFICATION

TELEPFONE,LISTEN,FOR BUS
PARTY ALREACY ON LI

TELEPHONE,LISTEN,FOR PAR

TRAYS, FANCLE, { IBM ACCTG
UNLOCK TRAY FASTENE

TRAYS,FANCLE,( IBM ACCTG
FASTENER

TRAYS,HANCLE, (18M ACCTG
TRAY

TRAYS,HANOLE, ( IBM ACCTG
CCwN

TRAYS,HANCLE, (IBM ACCTG

TRAYS, FANCLE, (.1BM ACCTG
IN FILE CRAWER

TYPEWR ITER,MOVE, FROM DES

TYPEWRITER,MOVE, INTO STCRAGE IN SIDE DESK WELL

IME

Y SIGNAL,OIAL TONE,OR
NE

TY TC ANSWER RING

MACHINE)
R

MACHINE} = LOCK TRAY
MACHINE) REMOVE

MACHINE) PUT TRAY

MACHINE)=PICK UP TRAY

MACHINE )=PLACE TRAY

K SICE wELL

TYPINGCOGNTINUCUS+DASH/UNDERLINE/ANY KEY,

ELECTRIC TYPEWRITER

TYPING, CCNT INUCUS , DEPRES
INCE OF TYPE,WITH F

S KEY & HOLD FOR 1
INAL PCSITIONING 8Y 3

REPEATED DEPRESSIONS

VERNTER, TURN,KNOB

X/CVERPUNCH

C=12

TMY
VALUE

o4
17

58
VARTABLE
VAR IABLE

34
VARIABLE

39

209
60

27
83
30

31
8s

348
459

VARIABLE

VARTABLE

26

15

oCCUP~=
ATION

203
213

216
209
209
209
209
20$

206 -
213

213

213

213
213
203

203
203

203

213

213

DWwMSTCP
ELEMENT

MYYTSC2

MCMTROL

MCATTC1
MGGTC XX
BOGTC XX
80GTCCl
BCGTIXX

80GTLCL

BCGTLC2

MCMTHCL

MCMTHC2

MCMTHC3

MOMTHC4

MCMTHCS

MCMTHCS

MTYTMCL
MTYTMC2

BTYTC X

MTYTCXX

MCMVTCL

MKPOPCL

PAGE

38

4«7
21
19
19
19
19

20
37

37

38

38

38
38

38

43




CEFENSE WORK MEASUREMENT STANCARD TIME CATA
VERB/NCUN INDEX

OPERATION/ELFMENT DESCRIPTION THY accuP- CaMSTOP PAGE
VALUE ATION ELEMENT

ACTUATE >wiTCH ' ) 22 203 aTYSAOL ]

ACTUATE :IlTCr‘.FICﬂéF!Ll REAOEFR 22 208 NERSAOL 15

ACTUATE 3wITCH,STOP PHOTC~COPIER COLD 1079 207 MRPSAOL 12
MACH INE ’

ACDITION MACHINE wiTH TEN KEY ADOING OF TABLE 216 TCAMAXX .7
CALCULATOR MACHINE :

ACOITION WANUAL PER CIGIT.AFTER FIGURES MAVE 28 20 B8OGMAOL 18
BEEN TRANSCR [B8ED FOR COMPUTATICN

ADJUST PLATEN CLUTCH 32 213 MOMCA 01 31

ACVANCE FILM TO OESIRED FRAME,PRINT.ETC. 750 208 MFRMAO1 : 1s

MICROFILM REAMCER MACKFINE.

ALIGN CARDS/PAPERS.50 CARDS GR PAPERS 8xt12 78 209 8PHCAOL 26
INCHES ST 2E~APPROXIMATE AL IGNMENT LYING on
FLAT SURFACE

ALIGN CARDS,CECK, INTO A PRECISE BLOCK 116 213 MKPOAOL at
ALIGM DOCUMENTS BATCH CARCS/SHEETS(PAPERS) TABLE 208 TPHOAXX 30
ALIGN PAPER IN ROLL EF S=CCNTROL TAPE( I BM % 213 MOMPAOL aa
ACCT G MACHINE)
ANNGTATE CARD AOJLSTMENTS FROM 1119 222 MLOCACL as
SHIPVENT PLANNENG WORKSHEET
ASIDE FINISHSD PAPER , a3 209 eTYPAOL 3
ASSEMELE CARCS ANC CECK ’ a6 213 MCMTHL A 33
ATTACH ACCO TYPE FASTENER VAR TASLE 209 MPEE AXX 24
ATTACF CL 1P SPRING TYPE GINDER TO PAPERS 36 200 MBFCAOL 23
ATTACH CUCUMENT TC DATA CARCS: : ' . sg3 . 222 MIDOAOL as
ATTACK GEM QR [DEAL PAPER CLIP TO Plﬂ!ﬂ‘s. 29 209 MPFCAO2 ' 23

CLIP UP TQO 1=374 INCHES WIDE ANC 2=-1/2
INCHES LONG

ATTACF GUMMED LABEL FLAT TYPE TQ FOLCER. 146 209 MICLAOR2 17
CARD STOCK OR PACKAGE

ATTACH LABEL FLAT PRESSURE SENSITIVE TYPE 13% 209 MIDLAO3 1?7
Y0 FCLOER,CARD STCCK CR PACKAGE

ATTACKk LABEL GUMMED FOLO TYPE TO FOLOER OR 226 209 M{DLAOL 17
CARL STOCK

ATTACH LABELZOYMO TAPE wRITER.TO SURFACE AT 112 209 MIDLAOCA 17
AN APPROXIMATE LCCATICN :

ATTACK MuTAL TA8 SIGNAL TO FOLGER 0% DIVIDER 7& 209 MIOTAQ2 18

ATTACKH IIE;’AL TAE SIGNAL TO CARD STOCK ‘ 68 209 NIIGTAOII 18

ATTACH TAB EITHER FOLOED(UP TO 3 INCHES 156 209 MIDTAQ3 18

LCNG )JOR ROUNC PROJECTION TYPE GUMMED INOEX.
TC CARO STOCK OR SFEEY

CrECK GCAnD CECK BY RIFFL ING 160 213 MKPDCOL 4l
CLEAR MACMHINE VAR IABLE 21¢ MCAMC XX L 1]
CLOSE BINDER TECHNICAL CRDER TYPE wiITH RING 143 209 MPFBCO2 22

ANO CENTER PCST LCCKING MECKRANISM

CLOSE BINDER 2 POST LEDGER TYPE,wITH BUTTON 115 209 MPFAC06 22
TYPc LATCH MECHANISM

D=1




DEFENSE WwORK WEASUAEMENT STANOARC TIME OATA

COPY ANO MACHINE wARM,XERCX 914 COPIER

VERG/NOUN INOEX

OPERA TION/ELEMENT DESCRIPT ION ™y
vaALUE
CLOSE BINDcR,2 BOST LEDGER TYPE wiTh THUMB 118
ACTLATEC LATCH 224G wECKHANISM
CLOSE BINBER,2 POST LEDGER TYPE wiTH KEY 189
LOCK ING MECHANISM
CLCSE BINDER.2=3 RING LOCSE LEM Tvypeg 30
CLOSE BINCER.,4 POST TYPE,wlTH SCREw AND 217
LEVcR LATCh MECFANISM
CLOSE CAd INET ;2C00R STORAGE,wlTH BOTH HANOS o
EMPTY,O0R WITH ONE WANC HOLDING OBJECT
WEIGHING LESS THMAN 2.3 LBSe
CLOSE COVER.CARRIAGE=CONTROL TAPE(IOM ACCTG 33
MACHINE}=CLOSE CARRIAGE CLVER
CLOSE DEsx DRAWER ALL SICES AND CENTER vaatang
CLOSE FASTENER 2=3/8 INCh ACCO TYPE,wiTh 30
OUT LOCKSTRAP AND PRONGS EENT OQUTRARD
CLOSE FASTENER,2=3/74 CF 8=1/2 INCH ACCO TYPE 102
wiT LOCKSTRAP AND wiTH OF wiTHOUT CVER=
LAPP ING PRONGS
CLOSE LATCH CN HANDLE OF GUILLCTINE PABER 3
CUTTER
CCMPARE 2 CARCS 42
‘
CGVMPLETE MAGAZINE DATA CARO(RECEIVING) 30868
CCHPLETE MAGAZINE DATA CARC(SHIPPING) 1878
CCMPLETE PLANOGRAPH 782
CENT INUOJS TYPINGIDEPRESS KEY AND WOLC FOR vaRtABLE
I INCH OF TYPE,wlTH FINAL PCSITIONING BY 3
REPATEC CEPRESSIONS )
CCNVERSAT ION=TELEPWONE T [ME VAR lABLE
CCPY ADOITIONAL SHEET FRCM SINGLE SHEETY 200
CRILINGL,VERIFAX MCCEL 3
COPY INGLE SHEET FROM ORIGINAL ¢ 3M THERMC= 183
FAX SECRETARY MQODEL :
CCPY NUMIER/OIGIT MANUALLY VARTAGLE
COPY SHEZT SINGLE ORIGINAL ON 3IM AUTOMATIC T4
ORY PHNTO=COPIER MODEL 20S=MULTIPLE COPIES
COPY SHEc T+ SINGLE SOUNO CRIGINAL PHOTO= 480
CCRIER 1M MODEL 209 ORY CCPIER
CO2Y SHEET,SINGLE ORIGINAL ON IM AUTOMAYIC - 3¢
NRY OHOTO=CCOPIER MOCEL 209=SINGLE COPY ONLY
COPY SHEc T SINGLE,ORIGINAL=ONE COPY=APECO 738
MOCel 171
COPY SINGLE SHEET ORIGINAL,BOTr SIDES,fa INCM 1996
FIRST COPY=COLD MACKINE,XEROX $14 COPIER
COPY SINGLE SHEET=11 INCH SHEET.XEACX 916 1670
coPl ER
CCPY SINGLE SHEET=14 INCF SHEET,XEROX 914 1702
COPILER
COPY SINGLE SHEETORIGINALJONE SIDE,13 INCH 1029

acCCUP=
ATION

200

209

209

a3

213

223
203

207

207

207

207

207

207

207

207

207

207

OwMSTDP
ELEMENT
upEeCcos

MPFBCOS

“pracC oL

neE8co3

®OGCCol

MONMCCOl

MOGDC XX

MPFFCOL

MBFEECO2

MPHLC Ol

MOMCHL 3
SWRCCol
SWRCCO2
SLOPCO1L

MTYTCXR

80GTC XX

HRPSCOT?

MRPSCOS

MOGNC XX

MRPSCO3

MAPrsSCos

MAPSCO2

MAPSCOl

MRPSCL 3

MRPSCOS

MRP SCO9

MRAPSC10

PAGE

22

32

20

26

24

2s

33
0
S0

13

21

12

12

12

12

14

13

13

13




CEFENSE WORK MEASUREMENT STANOCARD TIME DATA

OPERATION/ELENMENT CESCRIPT ION

CCPY SINGLE SHEET sORIGINAL, 8QTH SICES.11

VERB/NGQUN INOEX

INCH SrREET wARM MACHINE, XERGX S14 CGPIER

COPY SINGLE SHEET,ORIGINAL 80T+ SIDES.11
INCH FIRST COPY=COLD MACHINE , XEROX 914
COPILER

CCPY SINGLE SHEET +CRIGIMNAL 4ONE SIDEs1S INCH
COPY ANC MACPKINE WARM, XERCX 914 COPIER

COPY SINGLE SHEET (ORIGINAL,8OTFr SIDES.14
SHEE T, wARM MACHINE XEROX Si4 COPIER

CoPY SINGLE/FIRST COPY SrEET .,
VER[FAX MOCEL 3

CUT LABEL TO LENGTMe CYMO TAPE wRITER

CUT SHEET(S) ON 15x15 INCH GUILLCTINE TVPE
PAPER CUTTER

DASH/UNDGE RL INE/ ANY KEY TYPING.ELECTRIC
TYPEWRITER

DELETE [TEM ON WORK SHEET/OQCUMENT
DEPRESS ACOING MACHINE OR CALCULLATOR xEY
DEPRESS 3R NF 10 KEY ACDING IR CALCULATOR
MACH INE
.

DEPRESS K EY

OEPRESS KEY ENTER FIRST DIGIT ON MULT =
COLUMN KEYEOARD CALCULATOR

DEPRESS XEY,CONTIAUOUS TYPE PER STRCKE
- DEPRESS KEV-CON*‘NUOUS TYPE PER STRCKE

CEPRESS KEYENTER AODITIONAL OIGIT ON
MACH INE

DEPRESS KEY(1G XEY ADDING OR

CALCULAT ICN MACHINE, USED 1 OR MORE rouRrs

PER CAY
OEPRESS REGISTER KEY
DIAL TELEFHCNE.CNE DIGIT

D ISENGAGe BUR SH=MCLOER«CCONTROL TAPE(1EM
ACCTG MACHINE)

DUPL ICATc CARC,80 COLUMNS
OUPL ICATS MACHINE TINME OR SKIP COLUMN(S)

ELECTRO=5TAT COPLER MACKINE TIME JEXPOSURE
AND PRINT OUT TIME

ENGAGE ANDO CISENGAGE 1ew ACCTG MACHINE
FAFcR EBRAXE

ENTER OIGIT(S)

ENTER FIRST ANO ACOITIONAL DIGITS IN
OIVIDEND ANO DIVISOR(MACHINE DIVISION)

EXPOSURE MACHINE TIME=XERCX COPIER

EXPOSURE TIME PER OILAL SETTING,
FHCT O=COPLER

FAN NEw CARCS

™Y
VALUE
1321

1962

10e1

1353

1314

204

VARLABLE

VAR IABLE

105
S

VARIABLE

29
3s

25

VARTAHBLE
VART ABLE

703

VARTABLE

VARTABLE

TABLE

223

29

138

occuP=-
ATION

207

207

207
207
207

209

209
203

209
216

216

213

216

202
203

216

216

213

207
213

216

216

207

207

212

OwmMSTOP
ELEMENT
¥RESCLS

MRPSC12

MRPEC11
MRPSCLS
MRPSCO6

MioLCOl

MPHSC XX
aTYTCXX

NMEHICOL
B8CAKDO1

8CABDXX

exPKCOol

BCAKDO3

8TYxDO2
B8TYKDO1

BCAKDOS
eCAxCOzZ
8KPR0J1

8CGTCOL

MOMEB0 01

MKFECCXX
BRKPMT XX

BRPMT 09
MCMPHXX

MCACEXX

TCAMC XX

BRFMT1 A

BRPMTO1

‘MOMCHE1

PAGE
14

14

18
1s
13

17

2%

a3

38

a3

44
a3
s

19

R}

a0

11
3a

a¢

a7

11

10

33




CEFENSE WORK MEASUREMENT STANDARD TIME DATA
VERB/NCUN INDEX

OPERATICN/ELEMENT CESCRIPT ION < Ty JCCUP= CuwSTDP PAGE
vaLut ATION " ELEMENT

FILING DICUMENT IN MANILA FOLOER 56 2006 MELCFOL ]

FLIP BAG:./SHEET CCRNER QF CARDO GR PAPER TO 23 209 MPHPF 01 2%

TURN sREMQVE, COUNT OR SEARCH

FOLD DOCUMENT THRU 8 1/2 x 15 INCH SIZE,TwO 150 209 MPHDF Q1 27
FOLLS :

GEY NEwW PAGGRAM CARD (1] 213 MKPCGOL a0

MANDLE CUCUMENTS SINGLE CR BATCH AT FILE TaeLt 206 TELOHXX s
LCCATION

MANOLE FULDERS,SINGLE OF BATCH AT FILE TAOLE 206 TELFHXX 1¢
LGCATICN

MANDLE MaTERIALS CATA MACKINE 145 213 MOMMHOL - 7 %

HANOLE THAYS(18BM ACCTG MACKHINE)IREMOVE TRAY 83 213 MOMTHO3 38

MANDLE TRAYS(IEM ACCTG MACKrINE)=LOCK TRAY a4 233 MOMTHO2 37
FAST ENER

HANCLE TwAYS(IEBM ACCTG MACHINE) UNLCCK (1] 213 MOMTHOL 37

TRAY FASTENER

MANCLE TRAVS(IEM ACCTG MACKINE)IPLACE TRAY IN es 213 MOMTHO6 38
FILE CRAwER

HANOLE TRAYS(IEM ACCTG MACKINE)IPUT TRAY 30 213 NONMTHOS 38
OCwy .

HANOLE TmnAYS(IBM ACCTG MACKINEIPICK uP n 212 MONTHOS 38
TRAY N

HANOLE 3X%& TN Sx9 INCh FILING CARO(S) Yuu'.ﬁ 206 TELOMXX S

ICENTIFILATION TELEFFCAE VARTABLE 208 . 8CG Tl XX 1S

INDEX LINE, AOOIT[UNAL.ELECTFIC‘YYPE‘GthR L) 201 ’ arTvLioz 1

IADEX L INE.ADOITIONAL MANUAM. TYPFWRITER ' 1c ZO)F arveLiol 1

INSERT CARD INTQ FILE 32 206 HFLCHOD 7

INSERT CARC MANUALLY INTO READ QR PUNCH [ X4 213 wxpC101 40

STATICN OF CARD B€EC.

INSERT DUCUMENT(S) IN ENVELOPES VAR TABLE 209 MPHCI XX 27

INSERT MICRCFILM CARTRIDGE INTC MICRQOFILM [3] 208 MFRO101 1a
FliLm READFR

INSERT SHEET(S)1=25 SFEETS IN EINOER/ VAR ABLE 209 MEFSIXX 2%
FASTENER

INSTALL CARSIAGE EAR [PM ACCTG MACHINE [ 1] 21 HOMPHOS 3a

INSTALL VRUM(PRCGRAM TYPE) ON 188 CARD 106 222 NKPOL 0L “
OUNL I MACKHINE

INSTALL PARER(IEM ACCTG MACKINE) POSIYION 7¢ 213 HOMPHE O 3s
PAPER GUIDE TO PAPER

INSTALL PAPER(IEM ACCTG WMACHINE)ISLICE e3 212 MOMPHO9 35
SAPc f UNDER LEVER & RCLLER

IrETALL RUEEER BANC ON BUNCLE CR ROLL VARTIASLE 209 ¥PEBIXX 22

JCSTLE CARDS/PAPERS,ONE TIME.ANY SIZ2E 15 209 8PNCJ 0L 2¢

LISTEN FUR DARTY TO ASNWER TELEPHONE RING 208 209 80GTLO2 20

LISTEN FIR TELEFWCNE BLSY SIGNAL .OTAL TCNE 39 209 80GTLOL 1S

LCAD ROPPER HCRIZONTAL TYPE,wlTH DECK OF 126 213 uKPHLOL 42
CARUL S




CEFENSE WORK . MEASUREMENT STANCARD TIME DATA
VERB/NCUN INOEX

OPERATICN/ELENMENT CESCRIPT ION
CCPY SINGLE SHEET ,ORTGINAL . 8OTF SICES.11
INCH SHEET s wARM MACHINE, XERCX $14 COPIER
COPY SINGLE SHEET.ORIGINAL BOTH SIDES. 11
INCH FIRST COPY=COLD MACHINE s XEROX 914
COPI ER

CCPY SINGLE SHEET sCRIGINAL JONE SIDE16 INCP
COPY ANC MACFINE WARM ¢ XERGX 914 COPIER

coPY SINeLE SHEET ORIGINAL,,BOTF SIDES. 14
SHEE T, wARM MACHINE XEROX $14 COPILER

coPY SINGLE/FIRST COPY SFEET .
VERIFAX MOCEL 3

CUT LABEL TO LENGTHe CYMO TAPE wRITER

CuUT SHEET(S) ON 18X1S5 INCH GUILLCTINE TYPE
PAPCR CUTTER

DASH/UNOC RFLINE/ANY KEY TYPINGsELECTRIC
TYPEWR I TER

OELETE ITEM ON WORK SHEET /DQCUMENT
DEPRESS ACDING MACHINE QR CALCULLATOR KEY
DEPRESS BAR NF 10 KEY ACCING IR CALCULATOR
MACH INE
.

'DEPRESS R EY

DEPRESS KEY ENTER FIRST OI1GIT ON MULTL~
COLUMN KEYE0ARO CALCULATOR

DEPRESS KEY.CONTIAUQUS TYPE PER STRCKE
OEPRESS KEV.CON*INUOUS TYPE PER STRCKE

OEPRESS KEYLENTER ACOITIONAL OIGIT ON
¥ACH INE

DEPRESS KEY,10 KEY AODING OR - .
CALCULAT ICH MACHINE,USED 1 OR MORE rOuURS
PER CAY

DEPRESS REGISTER KEY

OIAL TELeFMCNE.CNE O1GIT

DISENGAG: BURSH=HMCLDER+CCNTROL TAPE(1EM
ACCTG MACHINE)

DUPL ICATc CARL,80 COLUMNS
OUPL ICATS MACHINE TIME OR SKIP COLUMN(S)

ELECTRO=5TAT COPIER MACKINE TIME EXPOSURE
AND PRINT OUT TIME

ENGAGE ANO CISENGAGE 1em ACCTG MACKHINE
FAFcR EBRAKE

ENTER OIGIT(S)

ENTER FIRST ANO ACOITIONAL 0IGITS IN
OIVIDEND AND DIVISOR(MACHINE DIVISION)

EXPOSUFE MACHINE TIME=XEROX COPIER

EXPOSURE TIME PER OlAL SETTING,
FHCT 0=COPLER

FAN NEw CAROS

™Y
VALUE
1321

19€2

10€12

1383

1314

204

VARLABLE

VAR JASLE

108
E]

VAR TABLE

15

29
3a

2s

VAR LAGLE
VART ABLE

703

VARTABLE

VAATABLE

TASLE

223

29

138

occuP=-
ATION
207

207

207

207

207

209

209

202

209

216

216

213

203

203

216

216

213

207

213

216

218

207

207

213

DuMSTDP
ELEMENT
MRESCLle

MRPSC12

MRPSC1
MRPSC1S
N&PSCO6

“10LCOl

MPHSCXX
gTYTCXX

MEHTICOL
8CAKOO01

8CABDXX

exP«Ltol

BCAKDOJ

8TYKDO2
BTYXKO01

8CAKCOS
8CAKCOZ
axPROJ1

ecGTCoOL

MOMEBD 0L

MKFCTXX
aKPMT XX

arREOMT 09
MO MPHXX

MCACEXX

TCAMCXX

SAFMT14

BRPMTOL

MOMCHL1

PAGE

14

1s

1

14

13

A7

25

a3

39

a3

aa

a3

3s

19

31

40

11

3a

ae

a?

11

10

33




CEFENSE WORK MEASUREMENT STANCARD TIME DATVA
VERB/NCUN INDEXR

OPERATICN/ELEMENT CESCRIPTION

FILING DICUMENT IN MANILA FOLOER

FLIP PAG./SHEET CCRNER GOF CARO GR RAPER TO
TURN ¢REMOGVE, COUNT OR SEARCH

FOLD DOCJUMENT THRU 8 1/2 X 15 INCH SIZE,TwO
FOLOS

GET NEW eHGG=A~ CARD

HANOLE CUCUMENTS:SINGLE CR BATCH AT FILE
LCCATION

HANOLE FULDERS,SINGLE OR BATCH AT FILE
LCGCATICN Co

HMANDLE M TEFIALS CATA MACKINE
HANOLE TRAYS(18M ACCTG MACKINE JREMOVE TRAY

MANOLE TRAYS(IEM ACCTG MACHINE)=LOCK TRAY
FAST ENER

HANCLE TrnAYS(IEM ACCTG MACFINE) UNLCCK
TRAY FASTENER

HANCLE THAVS(IEBM ACCTG MACKINE )PLACE TRAY IN

FILE CRAWER

HANOLE TRAYS{IEM ACCTG MACHINE JPUT TRAY
[o] )]

HANOLE TmAYS(IBM ACCTG MACKHINE)IPICK UP
TR AY

HANOLE 3x& TH 5)9 INCh FILING CAROCS)
ICENTIFI.ATION TELEFFCME

INOEX LINE, ADDITIONALIELECTRIC TYPEWRITER
INOEX L INE.ADDITIONAL ¢MANUAL TYPEWRITER
INSEFT CARO INTQ FILE

INSERT CARC MANUALLY INTO READ OR PUNCH
STATICN OF CARD EEC.

INSERT DUCUMENT(S) IN ENVELOPES

INSERT MICRCFILM CARTRIDGE INTC MICROFILM
FILmM REAOEFR

INSERT SmEET(S)1=25 SHEETS IN EINOER/
FASTENER

INSTALL CARRIAGE EAR [PM ACCTG MACHINE

INSTALL JRUM(PRCGRAM TYPE) ON (BM CARO
OUNL M MACHINE

INSTALL PAPER(IEM ACCTG MACHINE) POSITION
PAPEQ GUIDE TO PAPER

INSTALL PAPER(IEM ACCTG MACHINE)ISLICE
PaPch UNDER LEVER & RCLLER

IASTALL RUEEER BANC ON BUNCLE CR ROLL
JCSTLE éAEDSIDAPEFS.ONE TIMEANY SIZE
LISTEN FUR DARTY TO ASNWER TELEPHONE RING
LISTEN FJR TELEPHCNE BLSY SIGNALOTAL TCNE

LCAD ROPPER HCRIZONTAL TYPE,wlTH DECK OF
CARuS

™y JCCUP=
vaLut ATION
56 206
23 209
150 209
s 213
TaBLE 206
TAME 20¢
165 213
LX) 233
27 213
€0 213
es 213
30 213
n 211
TaBLE 200
VAR IABLE 206
L) 201
1< 203
32 206
a7 233
vaRiAGLE 209
€1 208
VARTABLE 209
[ 1] 213
106 23
7¢ 2313
e3 212
VARLABLE 209
15 209
208 209
39 209
126 a3

Cu¥STDP
ELEMENT

uELCFOL

MPHPF Q)

uPHOF 01

MRPCGO1

TELOMXX

TELFHXX

MOMMNMOYL

MOMTMOZ

MOMTHO2

MOMTHOL

MOMTHOS

MONMTHOS

MOMTHOS

TELCHXX
9CGTI XX
svvL 102
arveLiol
NELCHO3

wxpRCl10%

NPMCI XX

MFRO101

BEFSI XX

»OMOHOS

MKPOL 0}

HOMPHL O

MOMPHOS

MEFVI XX
B8PNCJ0L
80G6TLO02
80GTLOY

(11 W}

PAGE

2%

27

40

1¢

34

38

37

37

38

38

38

1$

40

27

14

2%

3s

a1

3s

35

22
2¢
20
1s

42




CEFENSE WORK MEASUREMENT STANOCARD T1ME OATA
VERB/NCUN INDEX

OPERATION/ELEMENT CESCFIPT&ON . ™Y ocqus— OwMSTOF FAGE
* YALVE AT 10N ELEMENT

LCCATE CARD IN TAB INCEX FILE VARTABLE 2086 BFLCLXX é

LOCATE COCUMENT POSITICN IN FOLDER VAR [ABLE 206 BFLOL XX ]
CCNT AINING COCUMENTS~SIZE 8X10 TO S=1/2X14

LCCATE FOLDER BCSITION IN FILE GF FCLOERS VARIABLE 20¢ gfFLFL XX é
gx12 OR 9X19 INCH S1ZE

LOCK SHIFT KEY ﬁFEIﬁlTEﬂ-nl&llL.ELECYﬁlC _V.ARIABLE 203 MTYKSXX 3
ANO IBM SELECTRIC

MACHINE T IME FOR 10 KEY MACH INES . VAR [ABLE 21¢ BCAMTXX a6

MACHINE TIME ONLY +ELECTRIC TYPEnRL TER 20 203 8TvsCol 1
CONT INUOUS SPACING PER INCH

MACHINE T IME PHCTO-COPIER TO READY FCR 17 . 207 BRPMTOE 11
EXPUSURE FCR BOUND CR IGINALS .

MAKE TELE FHCNE CALL VAR [ABLE 208 4MOGTCAX 21

MATCh CAWDS YO SHIPMENT PLANNING WORKSMHEET VARTABLE 222 SICCMXX as
(SPaS}0R 0C1248~1 SHIFPING ODOCUMENTS

MATCH OOCUMENTS VARLABLE 222 MICOMXX 45

MEASURE K EYEUNCKF CARCS . 128 213 ¥MKACMOL a9

MOVE CARD TD HOPPER ’ s 212 8xKPCNOL 3e

MCVE CHALR wiTH CASTERS whiLE SITTING VAR TABLE 209 BO0GCMXAX 18

MAQVE TYPEwWRITER FROM DESK SICE wéLlL 348 203 “TYTMOL -

MCVE TYPEWRITER INTO STORAGE IN SICE OESK 459 203 MrTyY 792 K
wELL

MULT IPL IC AT ION MANUAL ) VAR [ABLFE - 209 BOGMMXX 15

MULT I PLICAT ION MANUAL FIRST ANC ADCITIONAL TAGLE 206 TOGMMXX . 21’
o1GI TS E

MULTIFL IC AT ION(MACHINE) wiTh CALCULATOR TAHSLE 21¢ " TcAmNMXX A8

08TAIN CARDS, HANOFUL ( AVG 200 CARDS) FRCN A 69 213 MKPCOO01 40
STANCARDC 2000 COUNY EAM CARC 80X

O8TAIN CUPY.CRAFY OOCUMENT FROM DESK 62 209 “PHO001 27
CRA¢ER

GBTAIMN ORAFT COFY OCCUMENT AND MGVE TO WCRX 22 209 MPHOQ 02 27

FLACE/TYPEWRITER

QETAIN MICROFILM CECK CARTRICGE FROM STORAGE g3 zZ0e MFRCOO1 14
FILE

CFEN ANC CLOSE CARC CABINET ORAWER . VARLAULE 213 MRKEOMXX 42

OFEN BINVER TECHNICAL CROER TYFE RING ANC . 128 209 MPFBO02 23

CENTER POST LOCKING MECFANISM

OPEN BIMIEQ.2 POST LECCER TYPE wiTh es 209 MEFBGOL 23
AUTTGON TYPE LATCH MECHANI SM

OPEN BINDERe2 FCSY LEDGER TVPE wiThr THUME ¢ 208 MPFBUOS 23
ACTUATED LATCH BAR AND MECHANT SM .

OPEN EINUER.2 PCST LEOGER TYPE wiThr KEV 137 20s MEFBO003 ’ 23
LOCK ING MECHANE SM

QFEN EBINDER,2=3 RING LOOSE LEAF TYPE 26 209 ¥EFBCOL 22

OPEN BINDER.4 PQOST TYPE,wITH SCREW ANO : 126 209 MEFB003 23
LEVER LATCH MECHANISM

OPEN CABINET.2 DOCR STORAGE.alTrH BOTH HANDS AS 209 MOGCOOo1 2¢
EMPTY,0R wiTH ONE MHANC HOLDING 0BJECT
wETGHING LESS THAN 2.5 LES.




CEFENSE wOhK MEASUREMERNT STANOARL TIME DATA
VERB/NGUN INOEX

OPERATION/ELEMENT OESCRIPTION Ty ' QCCuP= ’ DwMSTDP PAGE

VAL UE ATION ELEMENT
OPEN VESK DRAWER.ALL SIDES ANO CENTER VARTARLE - 209 HOGOOXX 2¢
OFEN ENVELULFEMATLING TYPE . 76 209 MPHECOL 28
CEEN FASTENER,2=3/8 INe ACCO TYPE wiTHCUT . 3a 200 MPFFQ03 24

LOCK STRAP ANO PRONGS BENT OUTWARD

OFEN Fltz CRAWER STANCARC UPRIGHRY Type VAQTANLE 20¢ MELFOXX e
FlLc +MULTI ORAWER

OPEN LATCH ON HANCLE QF GUILLOTING PARPER Je 209 MPMLOO01 29
CUTTER
OFEN CR CLOSE GLASS EBOOKCASE OCOR Te 209 »OGBAOL 20
OFEN PAPER GUIDES(IBM ACCTG MACHWINE) 3] 213 MOMPHO O 3s
CFEN 2=3/4 OR 8=1/2 INCk ACCO FASTNER VARTABLE 209 HMBEEQXX 24
OPEN/CLGSE INK PAC 52 209 MIDPCO0L 18
SVERPUNCH X 15 213 uKPOPOY 43
PICK UP JATCH CF SHEETS.FRCM FLAT SURFACE [} 20¢ BPHEHOZ 27

WITH Te0 HANDS=2%=%0 FAPERS,LOOSELY STACKED

PICKUP BATCH COF SHEETS FRCM FLAY . 21 . 209 8PHSHOL 26
SURF ACE WITH ONE HAND=UP TQ 2% PAPERS
LOCSELY STACKEL

PICKUP CAPDS FROM FLAT SURFACE wiTh TeQ €2 299 8PHCHO2 26
FANDSsLOCSELY STACKEL.25~%20 CARDS IN BATCH

PICKUP CARDS FRCW FLAT SURFACE .LCOSELY 27 209 #PHCHOL . 2¢
STACKECUP TO 25 CARNS IN OATCH

PLACL CARD IN VISIBLE INCEX FILE(3XS TC 2¢= 2Qe¢ NFLCPOL 7
Axiy INCH CARD)

PLACE CARCS IN FCPPER=IEM ACCTC MACKINE . 130 212 MOMCHO7 32

PLACE CAROS IN FAZK 82 213 “CMCHO9 a3 ’

PLACEZ CARCS IN TRAY=1BM ACCTG MACHINE 1] 213 MOMCHOS 33

SLACE CARCS ON MACHINE TOP 20 213 MOMCMI O 33

PLACE HANCLES,STNCER CLIP,IN OCWN POSITIUON 14 209 NEFHPOL 2%

PLACE ~aNCLES,B8INOER CLIP.IN UP FOSITICA 1Y ] 209 MPF P02 2%

PLACE OLJD CARC [N CARD SLOT a2 23 MxPCSO1 a1

PLACE PAPER ON xeﬁ ACCTC MACKINE 3s 212 MOMPHOT 3s

PLACE PRUGRAM CARD ONTO 1BM MACHINE . 139 213 MKPCPOL L)
PRCLRAN CRUM :

PLACE SUSPENSE COCUMENT IN FILE 232 2060 MFLOSO1 3
REMIVE SUSFENSE CCCUMENT FRCM FILE

POSITION BALL TC EXACT LINE USING VARLABLE 77 203 uTYCPO3 2
LINS SPACER FROM wITHIN & LINES OR 1 INCH

POSITIAN BALL TC EXACT SFACE ON SANE LINE le 203 MTYCPOS 2

SCSITION CARRIAGE TO EXACT SPACE ON SAME 1 203 ¥TYCPOS 2
LINE

POSITION CARR {AGE/BALL TC EXACT LINE FCR 13 203 #TYCPOA 2

EACrt ADDIT IONAL 6 L INES, OR 1 INCh

POSITION CARRIAGE/BALL TO EXACT LINE USING 66 203 MYYCRQ2 2
VARTABLE L INE SPACER FROM WITHIN & LINES
OR 1 INCH :




CEFENSE wORK MEAS UREMENT STANOARD TIME DATA

VERB/NCUMN LNDEX

OFEFATIONIELEUENT DESCRIPT ION
POSITION CARRIAGE/BALL TO EXACT LINE USING
ROLLER KNCB FROM WwITHIN 6 LINES GR 1 INCH
PREPAGE CARCIBIN REPL EN | SHMENT=00 FORM: 826

PREPARE FASTENER +2~376 OR 8=1/2 INCH ACCC
TYPe FOR ATTACHMENT

PREPARE L ABEL wITH DYMC TAPE WRITER=PER
CHARACTER

PREPARE MESSAGE FORM CC173

PREPARE PLATE(S) ADDRESSCGRAPH FCR
INCIVICUAL OR ACTIVITY

PRINT OUT MACHINE TIMEIXERCX CCPIER
ADOI TIONAL PRINT OUT TIME FOR 14 INCH COPIES

PRINT OUT MACHINE TIWEIXERCX CCPLER

PRINT OUT T IME=FHOTO CCP IER=FOR
BOUND CRIGIMALS

PRINT GUT=-PHOTO=COPIER MACKINE TIME PER
COPY FOR MULTIPLE COPIES

PRINT DUT-?HOTO-COPIEQ MACHINE TIME PER
SINGLE COPY

PROCESS VOCUMENT GREAKOOWN OF FDNSOL!DATED
PACK

PROCESS OCCUMENT CTHER TrAN KEY=PACKING
MULT I=L INE 1TEM PACK

PROCESS OCUMENT PER BILL CF LADING RECEIVED
PROCESS VOCUMENT peER B8ILL CF LADING=SHIPPING

PROCESS JCLUMENT PER LINE ITEM S+ 1PPED=LOT
VERIFICATION REQUIRED

PROCESS JOLUMENT PER LINE ITEM RECEIVEC~
LOT SEGREGATION REQUIRED

PROCESS JCCUMENT PER LINE ITEM QECEIVED
PRUCESS JCCUMENT PER LINE ITEM PACKAGEC
PROCESS OCCUMENT PER LINE ITEM PACKED

PROCESS OCCUMENT PER LINE ITEM RECEIVEC AT
CCEAN TERMINAL

PROCESS JCCUMENT PER PACKING LIST=KEY CQCe

PAOCESS VOCUMENT PER PALLEY SHIPPED OR
RECE IVED

PROCESS DGCUMENT PER PARCEL POST [TEM
RECE IVED

PROCESS JCCUMENT(CC FCRM 808=0VER/SrART
FRELICHT)

PROCESS OOCUMENTI(DD FORM 6=CAMAGED/ IMPRCRER
SHISPMENT REPORT)

PROCESS QOCUHENT(lN7RA-OEPOY MCVEMENT )
PROCESS OGCUMENTIPER LINE 1SSUED)
PROCESS VOCUMENT=PER BIN STOW(CONE L INE ITEM)

PROCESS UOCUMENT=PER BIN REPLENISHMENT

v

VAR

VAR

T™Y
ALUVE
a8

3628

a8
&1

1ABLE

TABLE
32

692

20e
277
2e2
1271
876

1468
S17

1878
2282

13886
17¢2
565

1958

1831

429
1426
6ae3
8397

617
1028
1486

4721

accuP=
ATION
203

222

20§

20S

222

234

207

207

207

207

207

222

222

222
222

222

222

222
222
222

222

222

222

222

222

222
222
222

222

Cw¥STOP
ELEMFNT

»TYCPOL

SWRCPO1

MEEFPOL

MICLPOL

STYMPXX

SAMPP XX

BROMYLE

BRPMTLS

BRPMTOS

BRFMTO3

BRPMTO2

SWROP1 6

SwROPlS

SwRCPO3
SWROPO2

SwRCP10

SWRCP13

SwROP12
SwROPOS
SWRCPO?

SwRDP 06

SwROP1IS

SwROPO1

SwROP11

SwRDPLS

SWROP20

SwRCP22
SWROP21
SwROP2s

SWRPD17

PAGE

17

S0

ss

12

12

10

10

53

st
s1

52

LE]

$3

s2

54

54




DEFENSE wChK MEASUREMENT STANOARD T IME DATA

. VERE/NCUN INOCEX

OPERATION/ELEMENT CESCRIPTION
PROCESS wGLUMENT=PEZ LINE ITEM SHIERED
FRCM GCFAN TFomINAL

PROLESS WCCUVENT=RER FIECE(AIR CARGC)
=ECc IVED

PROCESS REY=DACK MULT =L INE FACKS COCUMENT
PROCESS ~ERQ LINE ITEM SrIPPED OQCUMENT

PEQCESS S INGLE LINE ITEM~PARCEL POST=PACK
PROCESS

PUNCH HCLES IN SHEET(S)

PUSH BUTTCN.CONTRCL TYFE SeITCH

PUSKH BUTTCNS CONTROL SET L INE PRINT CONTROL
PUSH HUTTONS.CONTRENL MULTIFLE SET

RAISE CARC FROM FILE TO RFAD AND PUSH
EACK INTC FILE

PAISE COVERCARRIAGE=CCNTROL TAPE(IBM ACCTG
MACH INE)

READ CATA(ACCITIONAL DATA UNIT) FRCM SOURCE
COCUMENT

RELEASE/CLLAQ TAB.ALL STCFS CCATINUGUSLY,
MANJU AL UR ELECTRIC TYPEWRITER .

RELEASE/LLe d& TAB,PEF+ STOP,wliTr UP TC AINE
INCHES OF CARRIAGE/BALL TRAVEL MANUAL
ELECTRIC CF 18% SFLECTRIC TYPEwWRITERS

REMIVE ANC INSTALL PAPEF IBM ACCTG MACHINE
AS1LE EAPER

REMOVE AnTICLE FiCM A CESK DRAWER

HEMOVE CARC FROM FILE ANC SET ASIDE
REMCVEY CARD FROM FILE ANC TILT NEXT CARC
REMCVE CARC FRCW RELEASE WIPPER

REMOVE CARL FRCM VISIBLE INCEX FILE(3IXS
T 3%11 INCH CARD)

REMOVE CARDS FRCM HCPPRER CF [8¥ ACCTC
MACH INE

REMOVE CARDS FRCM ONt POCKET=LEM ACCTG
MACH INE

REMGVE CARDS FARCM STACK AT BOYTOM OF
MACH INE=18M ACCTG MACKINE

SEMOVE CARDS FRCM TRAY=[EM ACCTG MACMINEG

HEMLVE CARRIAGE HAR(IBM ACCTG WMACHINE)

REMOVE CL IP SPRING TYPF "SINDER FROM PAPENS

REMOVE CLIP+GEM OR ICEAL FATTERN PAPER CLIR
FROM PAPFRS UP TO 1=3/64 INCH WIDE AND 2=
172 INCH LONG

REMOVE CoCk MICROFILM CARTRIOGE FRQOM
¥ICKCFILM REACER

REMOVE OJUCUMENTS FROM ENVELQOPE

CSEMUVE CxUM(PROGRAM TYPE)FROM [E8M CARD
FUNCHh VACHINE

™y
VALUE

1121

734

2408
9%a

so1

6}
VAR [AULE
6a
69

30

36

VARTAOLE

57

2¢

133

VARTABLF
36
82
ae

109

40

[ 1]

70
38
20

16

34

VAR{ABLE

9

oCCup=
ATION

222

222
222

222

209
232
213
213

20e

213

201

203

213

209
206
206
233

20¢

2y

13

209

209

213

OwMSTOP
ELEMENT

SWROP1le

SwR0P23

SwRAOPOS
SWROPO9

SWROPOS

MPMSPOY
MACBP XX
HMACBPOS
MACBPOA

NELCHOL

MOMCRO1

MKPROXX

MTYTRO2

uTYTROL

MO MPHO6

MOGARXX
»ELCHO2
MELCHOA
8xPCROL

WFLCROL

nOMCHOL

MOMCHOS

MONCHOO

MOMCHO2
MOMPHO3
MPFCROY

MRFCRO02

MFROROL

HPROR XX

MKPOROS

PAGE

L L]

Ss3
s2

s1

29
k)
in

3t

3

20

a8

32
32
32

32
3a
24

2e

1S

2e

42




CEFENSE wORK MEASUREMENT STANOARC TIME DATA
VERB/NCUN INOEX

OFERATICN/ELEMENT CESCRIPT ION
REMOVE UM ACCTG MACHINE CAROS FROM RACK
(Tw) HANDS) -

AEMOVE 14M ACCTG MACHINE CAROS
(CAE HANO)

REMOVE FROGRAM CARD FRCM 18M MACHINE
PRQGARANM CRUM

REMOVE RUBBER BANDO FROM BUNOLE OR ROLL
REMOVE SHEET(S) FROM EINCER

REMOVE TAPE,OLD CbNTﬂOL TAPE(LIEM ACCTG
MACH INE)

REPLACE CARC IN FILE,NEXT CARO TILTEC-LCCSE

REPLACE CARC IN FILE,NEXT CARD TILTEC,
CARD TIGHTLY PACKED In FILE

RETURN CARR [AGE/BALL

REVIEW DD 1368=1 ANO PULL CAROS TO COMBARE
DATA

REVIEW SHIPMENT PLANNING WORK SHEET FOR
ENTRIES,MATCH CARDOS

REWIND MICRCFILM READER MACHINE,FILM TO
STCP PCSITIONs MACHINE TIME IACLUDEC

RCTATE PHQOTC=COPIER MACKINE TIME FILM FCR
BOUND CRIGINALS

RUN MACHINE TIME FOR MULTI=COLUMN
KEYUOARC CALCULATCR

RUN MACHINE TIME,FRIOEN CALCULATOR

AUN TIME FOR CIVISION OPERATIONS ON
CALCULLATORS

SEAL ENVELOPE, GUMNET FLAR
SELECT CATA CARC

SEPARATE FORM(S) INTERLEAVED AND PULL
SHEET(S)I/CARBON(S)

SEPARATE SHEET(S) ALONG PERFGQRATION

SEPARATE SHEET(S)FRCM FERFCRATED BCROER OF
MULT [=SHEET(S) FORM LISTING

SET COLUMN=SORT FIRST AND OTHER(IEM
SORT ING MACHINES)

SET MARGIN wITH MAGIC MARGIN OR MARGIN SEY
KEY OR VISIBLE SLICING TYPE

SET SPACING.SINGLE.DOUBLE CR TRIALE LINE

SET TA® POSITIONINGCARK]AGE BY & TO 8
REPEATED DEPAESSICNS OF SPACE BAR.MANUAL,
ELECTRIC QR 1BM SELECTRIC TYPEWRITER

SET TA8 wITH UP TQ 1 INCM CF SPACING.I18M
SELECTRIC TYPEWRITER

SET=UP CARD BATCH.PLACE BLANK CARD BEHINOD
OECK

SET=UP CARDBATCH,REPLACE [.C CARC

SET=UP MACHINE( IBM 402 CONTROL PANEL CLCSE
GATE

™Y
VALUE

nur

sS4

60

VARTABLE
VARIAHLE

77

a2

56

VARLTABLE

297

AS2

J22

26

VARl ABLE

VARTABLE

TAHLE

VARTABLE

VAR LABLE

TABLE

VARTAGLE

a2

22

a8

53

89

D=9

nccuP~-
AT 10N
213
213

213

209
209

213

206"

206

203

222
222
208
207
216

21¢

218

209

209

209

208
213
203
203
201
202
213

213

213

CwysSTOR

ELEMENT

MCNCHOA

MCMCHO3

MKPCRO1

MPFBRXX

MPFSRXX

MOMTROL

MFLCHOE

MFLCHOS

MTYCRXX

MI0DRQ2
MIDCROL
MFRMEOL
Enfuros
ECAMR XX

MCAMA XX

TCANAXX

MPAHESXX
»10Cs01

TPHFSXX

MPHSSXX

TPHSSXX
MOMCSXX
MTYNSO1
MTYSSOL
MTYTSO1
MTYTSOZ
MKPCB02

MKPCBOL

MCMSUL 0

PAGE
32
32

a1

2s

3e

a¢
ae,
2e

as

30

2%

3c

34

3s

3s

36




CEFENSE wORK MEASLREMENT STANCARD TIME DATA
VERE/NOUN [INOEX

OPEQATICN/ELEMENT CESCRIPTION TMY aCcCuUP= QuwMSTDF PAGE
VALUE ATICON ELEMENT
SE~=US MACKINE(IEM 402 CONTROL PANEL)IINSTALL 13?7 211 MOCMSUO 36 -
A0 C

SET=UP “ACHINE( 1B 4C2 CCNTRQL PANEL)IRENMCVE 59 213 MCHSUUS 3¢
dCARC CRERATION :

SET=UP MACHINE( I8M 402 CONTROL PANEL )=CPEN (1] 213 MOMSUO7 36

GATc OPERATION

SET=UP MACHINE( IH¥ S16 CCNTROL FANEL) s2 212 MOMSUL A 37
CLCa>E GATE OPERATION

SET=UF MACHINE( [BM 519 CONTROL PANEL) 114 213 MOMSUL 3 3?7
INST ALL B80ARC .

SET=UP MACHINE(1BM 519 CCATRCL FANEL) Te 212 MOMEUL 2 3¢
REMJVE BCARD OPERATICN

SET=UP MACKINEL I1B¥ 519 CCNTROL PANEL) s2 213 MOMSUL L 36&
CEMYVE GATE NOPERATICN

SET=UP MACHINE,CLOSE CCNTROL PANEL GATE 7 213 vOoMSUL B 37 .

SET=JF MACHINE,GET CCNTROL PANEL FRCM LARGE 12e 213 MOMSUOS 3¢
ROAKC RACK

SET=UP WMACHINE,GET CONTROL PANEL FRCM 23¢ 213 MOMSUO03 395
CABINET

SET=UP MACHINE, INSTALL CCATROL PANEL 1) 212 MOMSULT 37
AQAKD .

SET=U2 UAChINE.bET‘lh CCNTROL FANEL FROM 123 2123 ¥MOMSUOQA s

SMALL HCARC sack

SET=UP MACHINE,OPEN GATE TO REMOVE L1 213 MOMSULS 37
CONTROL SANEL BOARC

SET=JP MACKINE,RFVOVE CONTROL PANEL BOA‘D - 3 a8 213 NCMSUL S 37

SET=UP MACHINE,REPLACE CONTROL PANEL IN 154 212 ’ MOMEUOE 3¢
_DESK TYPE CABINFY

SET=UD MATHINCIREPLACE CLNTROL FANEL IN VAR TAYLE 212 MOMSUXX 35
SMALL CR LARGE POARD RACK

SET=UP FANER SHEET(S) CF SOND/FORMS & CARDS TABLE 203 TTYFSXX ' s
SIGHT=CHLCK CECK,CARC PUNCHING VARl AGLE 213 MKPDS XX 42
SIGHT=C . Ck FUNCRED CARC 31 2313 exPCcsol 38
SKIP CARL IR CUP. MANUALLY ¢EACH CCCURRENCE it 213 “KPCO03 a0

DURING CARC PUNCHING

SCRT CAROS 3Y WANCIFER CARC) VAR 1 ABLE 20¢ MELCSXX . @
S RT CARLS TN CCRRECT SECUENCE %1 213 HOMCHLS a3
SCRY DOCJMENT SHEETS/PAGES BY FANO VARTABLE 206 MPHO S XX 28 .

SSBACE BETw I WCROS OR CHARACTERS== 21 209 MIOLSOol 18
oYMy TACE LAEBEL eRITER

STAMP DOCULMENT wiTH A PLUNGER TYPE NUMBERING 1. 209 #IDDS10 . 17
INK STAME TO AN APPROXIMAYE LOCATION.AOD=
ITIJAAL DOCUMENT ANC ASIOE

STAMP OPCUMENT wiITH A PLUNGER TYPE NUMBER ING 21 209 “I00S 0% 1€
IR TAME TO AN APPECXIMATE LOCATICA,
F1RaT COCUNMENT

STAME CUCUYENT wiTH A FLUNGER TYPE 78 208 MI0DS08 16

NUMBER ING INR STAMP "7 A CLOSE LOCATION.
ACCITICNAL COCUMENTS ANO ASIDE

0=10




DEFENSE WORK MEASURENMENT STANDARD TIME CATA
VERB/NOUN [INOEX

OPERATION/ELEMENT CESCRIPTION

STAMP DOCUMENT wiTH A PLULNGER TYPE NUWBERING

INK STAMP TO A CLOSE LOCATIONGFIRST
COCUMENT

STAMP DOCUMENT wlTH AUTOMATIC TIME STANME
STAMS DOCUMENT wiTH MANUAL TYPE ST AMP

STAMP DOCUMENT wITH RUBBER INK STAMP TQ AN

APPRCX IMATE LOCATION.EACH ACDIT IONAL UP

1O FIVE COCUMENTS ANO ASIOE

STAMP OOCUMENT wITH RUEEBER INK STAMP TC AN
APPHOXIMATE LOCATIOF.F!EST DCCUMENT

STAMP OOCUMENT wiTH RUBBER INK STAMP TO A

T™Y
VALUE

27

26

kR

3s

62

CLCSE LCCATICNGEACK ACCITIONAL UP TC FIVE

DOCUMENTS AND ASIDE

STAMP DOCUMENTY wITH RUBBER INK STAME YO A
CLOSE LOCATIONFIRST DQCUMENT

STAPLE COCUMENTS
STORE DECK MICROFILM CARTRIOGE IM FILE

SUBTRACTICN MANUAL PER CIGIT,AFTER FIGURES
HAVE BEEN TRANSCRIBED FOR CCMEUTATICN

SUBTRACTION.TEN KEY ADDING MACFINE OR
CALCULATOR .

TEAR SHEET(S) FROM GLUED PAD
TEAR TAPE PRINT ING CALCULATOR
THERMO=FAX MACHINE TIME
TIGHTEN RCLLER

TIME REACTION,PER OCCURENCE OF AUTCMATIC
SK1@ OF DURAL ICATION

TRAVEL CARRIAGE TIME FOR MANUALELECTR{(C

47

TABLE

40

TABLE

TABLE

128

14

VARTABLE

OR dALL TRAVEL CN 18M SELECTRIC TYPEWRITER

PER INCH CF TRAVEL
TURN DQCUMENT ASIDE(SQURCE OOQCULMENT )
TURN DOCUMENT (S)ewITH BCTH HANCS
TURN PAGE ,COPY MATERIAL TO 8E 1YPED
TURN PLATEN KNCP
TURN SWIVEL CHAIR
TURN VERNIEFR KNOE
TYPE LINE
TYPE MAIL ING ACCRESS ON ENVELOPE

UNFOLD CJCUMENT THRU 8 1/2 X 15 INCH SLIE,
Twg FOLOS

UNLCAD ROFPER HCRIZCNTAL TYPE (ARD
VERIFAX COPIER MACHINE TIME,EXFOSURE TIME
VERIFAX CCPIER MACHINE TIME,ACTIVATE TIME
VERIFY ScVERAL(2 TO §) CARODS

WALK AROUND [EM ACCTG MACHINE

VAR LABLE

VARTIABLE

41

€2

VARTABLE

26

VARIABLE

VAR ABLE

48

7

le8

a72

78

172

aCCUP=-
AT ICN

2098

209
209

209

209

209

209

209
208

209

209
21 €
207
203

233

203

213
20§

203

209
213
203
202

209

213
207
207
213

213

CwMSTDP
ZLEMENT

M100S07

M1CCSO01
MIDDS02

M10CS06

MI00S0S

MICDS 04

MICDSO03

TRFCSXX
MFRDS 01

B0GMSO1
TCAMS XX

TPHST XX
~CATTO}
eRPMT1 0
MYYSTOL

BKPRTOL

BYYCTXX

MKPCT XX
8PHOTXX
aTyePTol
YOMETOL
806CTXX
MOMVTOL
MTYLTXX
STYETXX

MPHOUO]

MKPHUOL
BRPMT1!
BRPMT12
MOMCHL 2

MOM¥PHOS

1¢

15

1¢

16

16

15

2S

19

a8

E)

a?

11

a2

26

3s

12

38

.42

11

11

™
w




CEFENSE

OPERATICN/ELEMENT DESCRIPTION

WARM=UP MACKHINE TIME=xERCX COPIER
PARMeyYP wACrHINE TIMEL,CCLC wACHINE
WARM=UP MACHINE TIME,wARM MACHINE
WRITE PRIOKITY NUMBER

WRITE SILE OF CAARTON CN FORM

WORK MEASUREMENY STANOARD TIME
VERB/NOUN [NOEX

Tw
VALUE
27
2113

1087

OATA

ACCUP=
ATION

207
207
207
222

222

CunMsSTOP
ELEMENT

BRPMTL]
ARPNT VY
BRPMT OB
T TIN T }Y

SWRSwWO1l

PAGE

11
1
11
s0

SS

v:U'S GOVERNMENT PRINTING OFFICE: 1978— 260-859:100

O=12




NOTE :

DEFENSE WORK MEASUREMENT STANDARD TIME
DATA PROGRAM - (DWMSTDP)

CLERICAL AND SALES OCCUPATIONS
PART TWO - STANDARD TIME DATA

SECTION II - DWMSTDP ELEMENT LISTING

New DWMSTDP Elements included in changes to this volume will be

inserted in this section.
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DEFENSE WORK MEASUREMENT STANODARO TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE

SOURCE ATICN

FF

FF

NS

FF

FF

NS

NS

FF

£F

2013

203

203

203

202

203

202

203

203

TAaL

MAL

MAL

MAL

mMaL

MAL

MAL

TAL

TAL

CODE

BTYTTXX

8TYKDO1

Ty2l

BTYLIOL

. 8TYL102

CoATG

C6ATC

aTYCsol

BTYCTXX

OWMSTOP TMU
ELEMENT VALUE

BTYCTXX VARIABLE

1

2
BTYKOO1. 4
BTYKDO2 s
8TYLIGL 10
8TYLIC2 . “
BTYPTOL 4l
BTYSAGL 22
BTYSCO1 20

BTYTCXX VARIABLE

39
23

OPERATION/ELEMENT DESCRIPTION

CARRIAGE ,TRAVEL, TIME FOR MANUAL,ELECTRIC
OR BALL TRAVEL CN IBM SELECTRIC TYPEWRITER
PER INCH OF TRAVEL
STARTS=WITE TAG/CARRIAGE RETURN KEY CEPRESSED
INCLUDES=AUTOMATIC CARRIAGE/BALL TRAVEL
PROCESS/MACHINE TIME
ENDS=WHEN CARRIAGE/BALL STQPS
CONDITIONS»TMU VALUES REPRESENT ONE INCH OF
BALL OR CARRIAGE TRAVEL
CASE 01 MANUAL OR ELECTRIC
02 1BM SELECTRIC

KEY,DEPRESS CONTINUQUS TYPE PER STROKE
STARTSe=wlTH RELEASE CF PREVIOUS KEY OR SPACE

BAR

ENCLUDES=REACH, TCUCH, AND DEPRESSION OF KEY
/SPACE BAR

ENDS=W[TH CEPRESSION OF KEY & FINGER STILL ON
KEY

CONDITIONS=TYPING ON MANUAL,ELECTRIC OR IBM
TYPEWRITER.GENERAL/NARRATIVE TYPING

KEY,0EPRESS ,CONTINUOUS TYPE PER STROKE
STARTS=REACH TC NUMBER OR DASH KEY
INCLUDES=CONTACT AND SUBSEQUENT CEPRESS OF

NUMBER CR CASM KEY
ENOS=RELEASE OF NUMBER OR DASH KEY
CONOITIONS=ELECTRIC AND MANUAL TYPEWRITER,
TECHNICAL/FCRMATTED TYPING

LINE,INDEX,ACDITIONAL ) MANUSL TYPEWRITER
STARTS=wITH LEFT HANO CN CARRIAGE RETURN LEVER
INCLUDES=MCVE LEVER AND GET HAND QUT OF wAY
ENOS=%ITH HANC ON CARRIAGE RETURN LEVER
CONDITICNS=MANUAL TYPEWRITER

LINE+INDEX,ACOTIT LONAL,ELECTRIC TYPEWRITER
STARTS=wITH FINGER ON CARRIAGE RETURN KEY
INCLUDES~MCVE KEY DOWN AND BACK UP
ENDS=W{TH HANC ON CARRIAGE RETURN KEY
CONOITICNS=ELECTRIC OR [8M SELECTRIC

PAGE yTURN,CCPY MATERIAL TO BE TYPEC
STARTS=REACH TC CCPY PAGE
INCLUDES=TURN PAGE OF COPY MATERIAL TO
CONTINUE TYPING
ENDS=RELEASE QF CCPY PAGE
CONDITIONS=COPY MATERIAL ON DESK BESICE
TYPEWRITER

SWITCH,ACTUATE
STARTS=REACH TC SWITCH
INCLUDES=CONTACTING SWITCh OPENING OR CLOSING
AND RELEASING
ENOS=HANOS RETURNED TO HOME POSITICN
CONDITICNS«ELECTRIC TYPEWRITER

SPACING+CONTINUQUS . ELECTRIC TYPEWRITER,

MACHINE TIME ONLY PER INCH
STARTS=wITH SPACE BAR/BACK SPACE KEY CEPRESSED
INCLUDES=MACHINE TIME CNLY PER INCK MCVEMENT
ENOS=WITH SPACE BAR/BACK SPACE KEY RAISEC
CONDITICNS=IEM SELECTRIC

TYPINGoCONV INUOUS ¢ DASH/UNDERLINE/ANY KEY,
ELECTRIC TYPEWRITER
STARTS=w [Tk CONTINUOUS TYPE KEY CEPRESSEC
INCLUDES=MACHINE TIME ONLY PER INCH MOVEMENT
ENOS=®ITH CONTINUGUS TYPE KEY RAISED
CONDITIONS=ELECTRIC TYPEWRITER
CASE 01 ELITE
02 1BM BALL




DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE - DWMSTOP ™Y OPERATICN/ELEMENT DESCRIPTION

SOURCE ATION CCDE ELEMENT  VALUE

FF 203 VAL MTYCPOL MTYCPOL 38 CARRIAGE/8ALL, PCSITION,TO EXACT LINE USING
. ! ROLLER KNGCB FROM WITHIN 6 LINES OR 1 INCH

STARTS=wITH HANDS CN HOME KEYS & REACH TO
ROLLER KNOB

INCLUDES=GETTING & TURNING ROLLER KNCB & POSI-
TIONING CARRIAGE/RALL TG OESIRED LINE

ENOS=WITH MANO STILL ON ROLLER XNOS

CONDITICNS=MANUAL,ELECTRIC OR IBM SELECTRIC

TYPERRITER
FF 203 MAL MTYCPO2 MTYCPC2 66 CARRIAGE/BALL,POSITIONSTO EXACT LINE USING
VARIABLE LINE SPACER FROM WITHIN &6 LINES
CR 1 INCH

STARTS=WITH HANDS ON HOME KEYS & REACH TO
ROLLER KNGB

INCLUDES=GETTING & TURNING ROLLER KNCB,
DEPRESSING VARTABLE LINE SPACER & POSITICNING
CARRIAGE/BALL TO DESIRED LINE

ENOS=WITH HANC STILL ON ROLLER KNOB

CONOITICNS=MANUAL OR ELECTRIC TYPEWRITER

FF 203 MAL MTYCPO3 MTYCPO3 17 BALL,POSITION,TO EXACT LINE USING VAR{ABLE
LINE SPACER FRCM WITHIN 6 LINES CR 1 INCH
STARTS=WiTH HANDS CN HCME KEYS & REACH 70O
ROLLER KNOB
INCLUDOES GETTING & TURNING ROLLER KNCB,
CARRIAGE/BALL TO CESIRED LINE
ENOS=WITH HANO STILL ON ROLLER KNOB
CONDITIGNS=18M SELECTRIC TYPEWRITER

FF 203 MAL MTYCPO4 MTYCPO&' 13 CARRIAGE/BALL, POSITION,TO EXACT LINE FOR EACH
ADOITIONAL 6 LINES OR 1 INCH
STARTSeniITH HANO ON ROLLER KNOS
INCLUDES=TURNIANG ROLLER KNOB
ENOS=wITH MANC ON ROLLER KNOSB
CONDITIONS=MANUAL, ELECTRIC OR IBM SELECTRIC

FF 203 MAL MTYCPOS5 MTYCPQS 34 CARRIAGE,POSITICN,TO EXACT SPACE ON SANME LINE
. STARTS=wITH CONTACT OF CARRIAGE RELEASE LEVER

INCLUDES=ACTUATING CARRIAGE RELEASE LEVER &
POSITICNING CARRIAGE TO DESIRED SPACE

ENOS=WITH ROLLER KNOB STILL IN HANOC

CONDITIGNS=MANUAL OR ELFCTRIC TYPEWRITER.NOTE=
{F REQUIRED POSITIONING IS LESS THAN 3 [NCHES
SPACE 8AR SKOULD BE USED TO PCSITION CARRIAGE

FF 203 rAL MTYCPO&6 MTYCPO6 36 BALL,POSITION,TG EXACT SPACE ON SAME LINE

STARTS=WITH HANOS ON HCME KEYS & REACH TO
SPACE BAR/BACK SPACE KEY

INCLUCES=GET AND CEPRESSICN OF SPACE BAR/BACK
SPACE KEY.MACHINE TIME WHILE BAR/KEY IS
DEPRESSED € 3 FINAL DEPRESSIONS FCR EXACT
POSITIOMNING

ENDOS=WITH RAISING OF FINGER AFTER EXACT
POSITIONING

CONDITIONS=I8M SELECTRIC TYPEWRITER,
LIMETEC TO CONTINUOUS SPACING OF 1 INCH FOR
POSITICNING OF BALL.WITH OVER 1 INCK OF
CONTINUCUS SPACING, USE 36 TMUS PLUS 2C TMUS
X NUMBER OF INCHES OVER 1 INCH

s




DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE ouMsSTOP TMUY

SOURCE ATION

FF 203
FF 203
FF 203
FF 203
- NS 203

COoE ELEMENT VALUE

MaAL MTYCRXX MTYYCRXX VARTABLE

3s
12

18

MAL MYYKLXX MTYKSXX VARIABLE

19

MAL MTYLTXX MTYLTXX VARIABLE

382
355
33¢
309
408
381
362

335

MAL MTYMSO1l MTYNSOL 42

MAL TY1ll MTYRTC1 14

OPERATICON/ELEMENT DESCRIPTION

CARRIAGE/BALL,RETURN
STARTS=WITH HANDS CN HCME KEYS & REACk TO
CARRIAGE RETURN LEVER OR KEY
INCLUDES=ALL MCTICNS REQUIRED TO GET LEVER OR
KEY § RETURN OF CARRIAGE
ENOS=WITH HANDS CN HCME KEYS
CONDITIONS=APPLIES TO MANUAL,ELECTRIC OR [BM
SELECTRIC,NQTE=FQOR EACH AODDITIONAL MANUAL LIME
INDEXoREFERENCE BTYLIOI=10 TMUS,FOR EACHM
ADOITIONAL SELECTRIC/IBM REFERENCE BTYLIO2=
4 TMyus
CASE Ol CARRIAGE RETURN TO TYPE NEXT LINE
MANUAL ,CARRIAGE TRAVEL UP TO 9 [INCHES
02 CARRIAGE RETURN TO TYPE NEXT LINE,
ELECTRIC,CARRIAGE TRAVEL uP TO 9
INCHES
03 BALL RETURN TO TYPE NEXT LINE,I8M
SELECTRIC,BALL TRAVEL UP TO 9 INCHES

KEYy SHIFT,LCCK CR UNLOCK TYPEWRITER=MANUAL,
ELECTRIC, & [BM SELECTRIC.
STARTSewITh REACH FRCM HOME KEYS TO LOCK OR
SHIFY KEY.
INCLUDES=GET SKIFYT KEY ANC LOCK OR UNLOCK
ENOS=wITh HANDS ON HOME KEYS,
CONDITIGNS=CASES CIFFER BY TYPE OF TYPEWRITER,
CASE 01 LOCK OR UNLOCK SHIFT KEY ON MANUAL
TYPEWRITER
02 LOCK OR UNLOCK SHIFT KEY CN ELECTRIC
OR [BM SELECTRIC TYPEWRITER

LINE,TYPE
STARTSewITE TYPIST IN POSITION TO TYPE
INCLUDES=LCOK TO SOURCE PAPER AT START,ALL
KEY CEPRESSESKEY SHIFTS,KEY LOCKS & UNLCCKS, .
CARRIAGE RETURN ANC ACODITIONAL EYE FOCUSES
ENDS=WITH CARRIAGE' RETURNED ANC TYYPIST REAQY
TO CONTINUE TYPING *
CONDITIONS=CASE 01 TGO 04,GO0D SOURCE MATERIAL
05 TG C8 ROUGH SOURCE MATERIAL
CASE 01 TYPE FIRST LINE,MANUAL TYPEWRITER
02 EACH ADDITICNAL LINE,MANUML
03 TYPE FIRST LINE,ELECTRIC CR IBM
SELECTRIC
Q4 EACH BACODITICNAL LINE,ELECTRIC OR
TBM SELECTRIC
0S5 TYPE FIRST LINE,MANUAL TYPEWRITER
0& EAC+ ADDITIGCNAL LINE, MANUAL
C7 TYPE FIRST LINE.ELECTRIC GR IBM
SELECTRIC
Q8 EACH AODITIGONAL LINE,ELECTRIC OR
IBM SELECTRIC ’

MARGINoSET wITH MAGIC MARGIN OR FMARGIN SET KEY
CR VISIBLE SLIOING TYPE
STARTS=GETTING LEVER, 1 KEY OR MARGIN STOP
INCLUDES=ALL MCTICNS REQUIRED TO SET MARGIN
LEFT OR RIGHT
ENOS=%ITH FINGER(S) RAISEC OVER LEVERS (CR}
MARGIN SET KEY (DOR) MARGIN STOP
CONDITIONS=MANUAL, ELECTRIC & (BM TYPERRITERS

RCLLER+TIGHTEN
STARTS=REACH TG LEVER
INCLUDES=MCVING LEVER TO TIGHT
POSITICN
ENOS=RELEASE OF LEVER
CONDITIONS=ELECTRIC CR MANUAL TYPEWRITER




DAY A
SOURCE ATION

FF

FF

£F

FE

£F

FF

203

203

203

203

203

201

MAL

MAL

MAL

MAL

MAL

MAL

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OCCUP= QUALITY SOURCE OuMsSTOP

COOE ELEMENT

MTYSSO1L MTYSSOL

™y
VALUE

22

MTYCTXX MTYTCXX VARTIABLE

MOGTRO1 MTYTNMOL

MOGTSOL MTYTMO2

MTYTCOl MTYTROL

MTYTCO2 MTYTRC2

EH]
39

348

459

20

57

OPERATICN/ELEMENT OESCRIPTION

SPACING¢SET,SINGLE,OCUBLE CR TRIPLE LINE
SPACING, MANUAL,ELECTRIC OR [BM SELECTRIC
STARTS=WITH REACH TG SPACING LEVER
INCLUDES=GET £ ACTUATE SPACING LEVER
ENCS=WITH REQUIRED LINE SPACING SET & HAND
STILL ON SPACING LEVER
CONOITIONS=MANUAL,ELECTRIC OR IBM SELECTRIC
TYPENRITER

TYPING,CONTINUOUS,CEPRESS KEY & HOLO FCR 1
INCH OF TYPE,wITH FINAL FOSITIONING BY 3
REPEATED OEPRESSIONS
STARTSeWITH REACH FRGM HCME KEYS TO CONT INUCUS
TYPE KEY.
INCLUDES=GET & DEPRESSION OF KEY, MACHINE TIME
WHILE KEY 1S CEPRESSED & FINAL 3 CEPRESSIONS.
ENDS=WITH FINGER RAISEC FROM KEY.
CONDITIONS=FQR MANUAL BACKUP, REFERENCE
NS 203 C6ATC
CASE 01 MANUAL OR ELECTRIC TYPEWRITER
02 1BM SELECTRIC TYPEWRITER. NOTE=KEY=
LOCK TO BE ADCED AS APPLICABLE

TYPEMRITER,MOVE,FRCM DESK SIDE MWELL

STARTS=WITH A MOVE OF CHMAIR ANO TURN YO CLOSED
DESK wELL DOOR

INCLUDES=QPENING CCOR,REMOVING TYPEWRITER FROM
WELL AND PLACING IN POSITION TO USE

ENOS=WI[TH OPERATOR IN POSITION TG TYPE

CONDITIONS=0PERATCR IN SEATED POSITION
THRCUGHOUT

TYPEWRITER,NCVE, INYQ STORAGE IN SICE OESK WELL

STARTS=W[TH OPERATOR SEATED IN WCRK POSITIOMN
AT DESK

INCLUDES=NMOVING TYPEWRITER INTO CESK WELL AMD
CLCSING OCCR

ENOS=WITH OPERATOR MCVING CHAIR INTQ WORK
POSITICA

CONDITIONS=QPERATOR IN SEATED POSITICN
THRGUGHCUT

TAB,RELEASE/CLEAR,PER STCP.WITH UP TO NINE
INCHES OF CARRIAGE/BALL TRAVEL ,MANUAL,
ELECTRIC CR 18M SELECTRIC TYPEWRITERS
STARTS=WITH HANDS ON HCME KEYS & REACK TO
TAB KEY
INCLUDES=GET AND CEPRESSION OF TAB KEY,
MACHINE TRAVEL TIME, GET & CEPRESSICN OF TAB
CLEAR KEY & RAISING OF FINGER
ENDS=WITH FINGER RAISEC OVER TAB CLEAR KEY
CONDITIONS=LIMITED TC CARRIAGE/BALL TRAVEL CF
9 INCHES OR LESS

TAB,RELEASE/CLEAR,ALL STOPS CONTINUOUSLY,
MANUAL CR ELECTRIC TYPEWRITER
STARTS=WITH HANDS ON KEYROARD €& REACF TO ROL=-
LER KAQB
INCLUDES=GETTIANG ROLLER KNOB & CARRIAGE
RELEASE LEVER, GETTING TAB CLEAR KEY,NOVING
CARRIAGE TO CLEAR ALL STOPS & RETURNING HANC
TO KEYBOARC
ENDS=WITH HANCS ON KEYBOARD
CONOETICNS=USE FCR MANUAL OR ELECTRIC.




DATA OCCUP= QUALITY SOURCE
SOURCE ATICN

FF

FF

FF

NS

203

203

203

203

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMEN'S

OWMSTDP . TMY

CODE  ELEMENT VALUE
"MAL  NTYTSO3 MTYTSO1 . 34
MAL  MTYTSO4 MTYTSC2 “
MAL  TTYSUXX TTYPSXX  TABLE

MAL TY2NOR STYETXX VARIABLE

512
589
538
615

OPERATION/ELEMENT DESCRIPTION

TABySET,POSITIONING CARRIAGE BY 4 TO 8 REPEATe
ED DEPRESSIGNS OF SPACE BARJMANUAL,ELECTRIC OR

IBM SELECTRIC TYPEWRITER

STARTS=WITH HANDS CN HOME KEYS & REACH TQ

SPACE BAR

INCLUDES=GETTING & DEPRESSING SPACE BAR
REPEATEDLY,SETTING TAB, & RETURNING HANDS TO

HOME KEYS

ENDS=MITH HANCS ON HCME KEYS .
CONDITIONS=MANUAL, ELECTRIC OR IEBM SELECTRIC

TYPEWRITER

TAB+SETWITH UP TO 1 INCKF OF SPACING, I8M

SELECTRIC TYPEMRITER
STARTS=WITH HANDS ON HOME

KEYS & REACK TO

SPACE BAR/BACK SPACE KEY

INCLUDES=POSITIONING BALL
DEPRESSING TAB SET KEY
HOME KEYS

ENOS=WITH HANCS ON HOME X

CONOITIONS=I8M SELECTRIC
NOTE=FOR SETTING TAB O
USE 46 TMU PLUS 20 TMU

PAPER, SET=UP,SHEETI(S) OF 80
STARTS«WITH REACH TO BCNC
INCLUDES=CCUNTING OR TEAR

PAD. PLACING IN & REMQ
SEPARATE & ASICE CARBG
ENOS=WITH TYPEL COPY IN H
CONDITIONS»TYPISTS FACING
BOND & MANIFOLD FROM O
& CARBONS FROM PAC ON
C=FORMS & CARBONS FROM

TEAR
CODE NUMBER OF
: Q 1 2
] 8 (o
A 619 769 7S6
A 629 779 806
B 682 705
C 727 159

ENVELOPE,TYPE,MAILING ADORE
STARTS=WITH PICK=UP GF EN
INCLUDES=TURNING CHAIR TG

INSERTING ENVELOPE, AC
ADDRESS, REMOVING ENVE
SWITCH

ENDS=WITH CHAIR TO DESK A
CONDITICNS=CASE 01=02 LEY
CASE 03=04=9 X 12 INCH
CASE 01 ADDRESS LETTER

THREE LINES
02 AOCRESS LETTER

FOUR LINES
03 ADODRESS 9 x 12

THREE LINES
04 ADCRESS 9 Xx 12

FOUR LINES

TO EXACT SPACE &
& RETURNINCG +ANOS TO

EYS

TYPEWRITER

VER 1 INCH GF SPACING
PER INCH

ND/FORMS & CARBONS

/FORM & CAREONS

ING CARBON SETS FROM
VING FRCM TYPENWRITER

NS AS NECESSARY

AND

DESK CODE A=80ND CR

ESK DRAWER.COCE B=FORMS
DESK 3=S INCH TEAR. COCE
PAD ON DESK 10=15 INCFH .

Ll

MANIFOLD SETS

3 4 - & 7
0 £ F ¢ .H
823 850 877 $C4 931
833 860 887 914 941
728 751 774 1S7 82¢C
782 805 828 851 874

SS

VELOPE FROM CESK
TYPEWRITER

TUAT ING SWITCH,TYP ING
LOPE ANC ACTUATING

ND ENVELOPE IN FANC
TER SIZE ENVELCPE,
ENVELOPE

SIZED ENVELQOPE,
SIZED ENVELCPE,
INCH ENVELCPE,

INCH ENVELCPE,




DATA

FF

FF

FE-

NS

0CCUP= QUALITY SOURCE
SOURCE ATION

206

206

206

206

DEFENSE WORK MNEASUREMENT

OwMSTOP MU
CODE ELEMENT VALUE

MAL BFLCLXX BFLCLXX VARIABLE

113
129
160

96
109

134

MAL BFLOLXX BFLOLXX VARUABLE

73
108

143

MAL  BFLFLXX BFLFLXX VARIABLE

95
135
157

87

148

MAL C3D2A MFLCHC1 . 30

STANOARD TIME DATA ELEMENTS

OPERATION/ELEMENT DESCRIPTION

CARD,LOCATE, IN TA8 INDEX FILE
STARTS=WITH OPERATOR PCSITIONEC IN FRONT QF

OPEN FILE

INCLUDES=LOCATING INDEX TAB & SEARCHING
THRCUGH CARCS BEHINC INDEX TAE & LOCATING CARD
€ PARTIAL REMOVAL FROM FILE

FINGERS GRASPING CARD

ENDS=WITH CARC LOCATED &
CASE 01 TIGHY FILE UP
02 TIGHT FILE 11

10
10 .

10 CARCS 3Xx5 INCH
25 CARDS 3Xx5 INCH

03 TIGHT FILE 26 TOQ 100 CARDS 3xS TO
5X9 INCH

04 LOOSE FILE UP TO 10 CARCS 35 TQ
5X9 [NCH

05 LOCSE FILE 11 TO 25 CARCS 35 T0
5X9 INCH 4

06 LOCSE FILE 26 TO 100 CAROS 3X5 TG
5X9 INCH

DOCUMENT ,LOCATE,POSITION IN FOLDER CONTAINING
DOCUNENTSeSTIZE 8X10 YO 8=1/2X14
STARTS=wITH OPERATOR PCSITIONELC IN FRONT OF
FILE,FOLDER [N FILE OR PARTIALLY REMOVED WiITH

FINGERS IN CONTACT WITH BACK EDGE OF FOLDER

AND REACH TC FRONT EDGE OF FOLCER
INCLUDES=SEARCHING THROUGH DOCUMENTS ANO
LOCATING OCCUMENT PCSITION
ENOS=WITH COCUMENT PGSITION LOCATEC ANC
FINGERS GRASPING OESIRED OOCUMENT
CONOITIONS=CASE CEPENDENT UPON QUANTITY COF
DOCUMENTS IN FILE. TMU VALUE APPLIES TQ EACH

POSITION LOCATED.

CASE 01 FOLCER COANTAINING UP TG 5 CCCUMENTS

02 FOLCER CONTAINING FROM 6 TO 20

ODDCUMENTS

03 FOLCER CONTAINING FROM 21 TC 100

DOCUMENTS

FOLDER,LOCATE,PCSITION IN FILE OF FOLCERS SX12Z

OR 9X15 INCH SIZE

STARTS=wITh OPERATOR POSITIONEC [N FRCNT OF

OPEN FILE.

INCLUDES=HESITATION TO ORIENT PRIQOR CF SCANe
ING FILE,REACH TO APPROXIMATE FOLCER FROM
DRAWER HANDLE AND SEARCH TO
LOCATE REQUIREC FCLCER

ENCS=WITH FOLDER LOCATED AND FINGERS IN
CONTACT WITH BACK EDGE OF REQUIREC FOLDER.

CONOITICAS=TMU VALUES FOR INDIVICUAL CASES
DEPENCENT UPON QUANTITY OF FOLDER IN FILE.
CASE Cl FILE CCNTAINING UP TO 15 FCLDERS

SEQUENCED NON=INDEXED FILE

C2 FILE CCNTAINING 16 TO 30 FCLDERS
SECUENCED NON=INOEXED FILE

063 FILE CCNTAINING 31 TO 60 FCLDERS
SEQUENCED NCN=INDEXED FILE

04 FILE CCNTAINING UP TO 5 FCLCERS IN=

DEXED

05 FILE CONTAINING 6 TO 15 FCLCERS

INCEXEC

06 FILE CONTAINING 16 TO 30 FCLCERS

{NCEXED

CARD ,HANOLE,RAISE FROM FILE TO REAC & PUSHk

BACK INTC FILE

STARTSeWITH CARD FILE PARTED AT CESIREC CARC

ANC HANCS AT FILE.

INCLUDES=ICENTIFYINGy RAISING
& PUSHING CARC BACK INTO FILE
ENDS=RELEASE OF CARD IN FILE
CONDITICNS=D0ES NOT INCLUCE TIME TC
PROCESS CARC WHEN IT IS QUT OF FILE




DEFENSE WORK MEASUREMENT STANDARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwmMsSTOP ™Y OPERATICN/ELEMENT DESCRIPTION
SQURCE ATICN CODE ELEMENT VALUE

NS 206 . MAL cicas MFLCHC2 36 CARD 4HANCLE,REMCVE FROM FILE & SET ASICE
. STARTS=WITk CARD FILE PARTED AT CESIREL CARC
AND HANCS AT FILE
INCLUOES=ICENTIFYING CARC, & REMCVINC
FRON FILE, TILTING NEXT CARC IF REQUIRED
ENOS=RELEASE OF CARD AT ASIDE POSITION
CONDTITIONS=TILTING TIME LIMITEC OUT.

NS 206 LI1S c3pac MFLCHO3 32 CARD,HANDLE, INSERT, INTC FILE
STARTS=WITH HAND ON BATCH OF CARCS IN SECUENCE
T0.8€ FILEC
INCLUDES=GETTING &§ MOVING TO FILE
ALIGNING ANC OROPPING INTO FILE
ENDS=RELEASING CARD IN FILE :
CONDITICNS=TIME TG LOCATE PLACE FOR
INSERTION OF CARO IN FILE NOT INCLUDEC.

NS 206 MAL c3020 MFLCHC4 52 CARD,REMOVE FROM FILE ANO TILT NEXT CARC

STARTS=wITF CARD FILE PARTED AT CESIREC CARC
AND HANCS AT FILE

INCLUDES=IDENTIFYING ANO CHECKINGyRAISING
AND REMCVING CARD WHILE LEFT HAND TILTS AEXT
CARC

ENOS=RELEASE CARD AT WCRKING AREA

CONOITICONS=AT FILE. TIME TO LOCATE CARC IN
FILE NOT INCLUDED

NS 206 MAL capze MFELCHOS 56 CARD HANOLE,REPLACE IN FILE,NEXT CARC TILTED
STARTS=wWITH REACH TO CARD
INCLUDES=NCVING CARD TC FILE LCCATION ANC
‘ PLACING IT [N FILE WHILE SIMULTANEOUSLY
RETURNING TILTED CARD TO FILE
ENDS=WITH CAROS IN FILE
CONDITIONS=STANDING AT FILE,CARDS ARE PUSHEL
TOGETHER=TIGHTLY/CLCSELY PACKEC IN FILE

NS 206 MAL C3C2F MFLCHGS 42 CARD4HANDLE,REPLACE [N FILE,NEXT CARC TILTED

' STARTS=MITH REACH TQ CARD

INCLUDES=MCVING CARD TC FILE LCCATION ANC
PLACING IT IN FILE WHILE SIMULTANECUSLY
RETURNING TILTED CARD TQO FILE

ENDS=W{TH CARCS IN FILE

CONDITIONS=STANDING AT FILE,CARDS ARE NOT
TIGHTLY/CLOSELY PACKET IN FILE

FF 206 MAL MFLCPOL MFLCPOL 205 CARD,PLACE,IN VISIBLE INCEX FILE
{3X5 TO 8x11 INCH CARD)

STARTS=wITH OPERATOR POSITIONED IN FRCNT OF
OPEN FILE,CARC [N HBNC AND EYE FOCUS TO LOCATE
INDEX

INCLUDES=LCCATING & CPENING INCEX,

) INSERTING CARC INTO FILE AND CLCSING INDEX

ENOS=WITH CARC INSERTEDC INTVQO FILE ANC RELEASED

CONDITIONS=USE 3Xx5 TC 8X11 INCH CARC ANC
VISIBLE INDEX FILE

FF 206 MAL MFLCRO1 MFLCRC1 109 CARD,REMCVE,FROM VISIBLE INCEX FILE(3X5 TO
8x11 INCH CARD)

STARTS=wITK OPERATOR IN FRONT OF FILE ANC EYE
FOCUSES TO LOCATE INDEX

INCLUDES=LCCATING & CPENING INDEX,REMOVING
CARD ANC CLCSING INCEX

ENCS=WITH CARC REMOVED FROM FILE.INDEX CLOSED
AND RELEASEC

_CONDITICONS=USE 3XS TC EBX1l INCk CARC AND
VISIBLE INDEX FILE




DEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

DATA OCCUP~ QUALITY SOURCE OwMSTOP T™MY

"SOURCE ATION

NS 206
AF 206
oL 206
AF 206

MAL

MAA

VAL

MAA

CCDE ELEMENT VALUE

clolia MFLCSXX VARIABLE:

22

28
43

33
51

~ AAll2 MFLOFQL 56

BCSF MFLDSOL 232

AA116/7 MFLFOXX VAR[ABLE

135
170

QPERATICN/ELEMENT DESCRIPTION

CARDS,SORT,8Y HAND (PER CARC)
STARTS=BATCH OF CARDS IN HANO
INCLUDES=SEPARATING TOP CARD, ICENTIFYING,
MOVING ANO RELEASING TO CORRECT PILE
ENCS=RELEASE OF SINGLE CARD ON CORRECT PILE
CONDITIONS=VARIABLES ARE NUMBER OF PILES,
DIFFICULTY IN IDENTIFYING & HANCLING EASE
CASE Ol=NUMBER OF PILES=2=4,QUICK (NUMERIC)
DECISIGON AS TO PILE,NC TENDENCY TO
STICK TOGETFHER
02=SAME CCNDITIONS AS CASE 01 EXCEPT
CARCS FREGUENTLY STICK TOCGETHER
03=SAME CCNOITIONS AS CASE Ol EXCEPT
: CECISION AS TO PILE REQUIRES REACING
2+3 WOROS
04=NUNBER OF PILES 5=12,CUICK{NUMERIC)
DECISICN AS TO PILE
05=SAME CCNDITIONS AS CASE 04 EXCEPTY
DECISICON AS TO PILE REQUIRES REACING
2=3 WORDS

OOCUMENT o FILINGy IN MANILA FOLOER
STARTS=REACH TO FILE CCPY
INCLUDES=GETTING,MOVING ANO SUBSEQUENT

PLACING OGF COCUMENT IN MANILA FOLCER
ENDS=FOLDER ASIDE
CONDITIONS=MATERIALS ON DESK OR TABLE

DOCUMENT, SUSPENSE.PLACE IN,REMOVE FRCM FILE
STARTS=WITH A REACH TO THE ODOCUMENT
INCLUDES=ALL THE TIME NECESSARY TC PLACE A

DOCUMENT IN A SUSPENSE FILE,OR TO LOCATE AND

REMOVE A OGCUMENT FROM THE FILE
ENDS=wIiTH COCUMENT IN HAND
CONDITICNS=FILE CAN OESK

FILE DRAMER,QPEN ANDO CLOSE,STANDARC UPRIGHT
TYPE FILE.MULTI CRAWER .
STARTSewITF GETTING. ORAWER HANOLE, INCLUDES A
« STOCP TG BOTTOM ORAMERS (CASE 2)
INCLUDES=RELEASING LOCK WITH THUMB ANC OPENING
DRAWER AND CLOSING ORAWER UPON CONMPLETIOMN OF
FILING OPERATICON ’
ENOS=WITH CRAWER CLOSEC,ADD ARISE FRCM STOOF
FRCM BATTUM DRAWER (CASE 2)
CONDITIONS=0PERATOR AT FILE CABINET
CASE Ol TOP,SECOND CR THIRD DRAMWER
02 FOURTH OR BCTTOM ORAWER




OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMTNTS

i OATA OCCUP= QUALITY SOURCE OWNSTOP ™Y OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT  VALUE
FF 206 MAL TFLCAXX TFLCHXX TABLE CARD(S) ¢HANOLE,FILING 3X5 TO 5X9 INCH CARDS

FF

206

STARTS=W [T+ LOCATING CARD POSITION & REACH TO
CARD
INCLUDES=LOCATING CARD POSITION,& INSERTVING,
REMCVAL, PARTIAL REMOVAL & REPLACING & OR
MAKING AN OPENING
ENOS=WITH CARC(S) INSERTED INTQ FILE &
RELEASEC OR CARDS REMOVED FROM FILE € IN
HAND
CONDITIONS=DCES NOT INCLUDE ANY CPERATION
PERFORMED WHILE CARD IS PARTIALLY REMOVED
REFERENCE=COLUMN A TIME TO PLACE SINGLE CARC
COLUMN 8 TIME TO PLACE BATCH CARDS
CCLUMN C TIME TO PARTIALLY REMOVE
CARDS
COLUMN O TIME TO PARTIALLY REMAVE
AND REPLACE CARCS
CONOITIONS CASE » 8 c c

TIGHY CARDOS UP TO 10 A 143 148 12¢ 134
FILE BEHINC 11 TQ 25 B 159 164 142 120
TAB 26 TQ0 100 C 190 195 173 181
APPROX LOCATION D 59 64 34 €1
LOGSE CAROS UP TC 10 E 113 126 105 1C6
FILE BEHIND 11 YO 25 F 126 139 122 119
Tae 26 TO 100 G LS5L 1le4 147 144
APPROX LOCATION H 35 48 47 €2
LOCSE ADDITIONAL CARDC J 34
FILE
TIGHT ACDITIONAL CARD K 7
. FILE

MAL TFLDAXX TFLOMXX TABLE DOCUMENTS o HANOLE ¢SINGLE CR BATCH AT FILE
LOCATION
STARTS=wITh LCCATE CCCUMENT(S)
OR REACH TO EDGE OF FGLDER.
INCLUOES=LGCATING DOCUMENTI(S),POSITICNING,
INSERTINGo,REMCVING,OR PARTIALLY REMOVING
- AND REPLACING OOCUMENT(S) IN A FOLDER
ENOS=WITH COCUMENT(S) PLACED IN FOLDER ANOD
RELEASED OR REMOVED FRCM FOLDER ANC ASIDE
REFERENCE=CCLUMN A=TIME TO PLACE COCUMENT(S)
COLUMN B=TIME TO REMOVE COCUMENT(S)
COLUMN C=PARTIALLY REMOVE & REPLACE
COLUMN O=PLACE OOCUMENT(S)} IN APPRe
OXIMATE LOCATION
. COLUMN E=REMOVE ACNITIONAL COCUMENT
FILING COCUMENTS
NO. OCCUMENTS

IN FOLDER REF A 8 [+ D E
UP T0 5 A 100 94 97 40 32
6 TO 20 8 135 129 132
21 T0 100 [ 170 le4 167




CEFENSE WORK MEASUREMENT STANDARDO TIME DATA ELEMENTS

DATA OCCUP= QUALEITY SOURCE DuMSTOP ™Y OPERATION/ELEMENT OESCRIPTICN
SOURCE ATION CQODE ELEMENT  VALUE
FF 206 MAL TELFAXX TFLFHXX TABLE FOLDERS.FAND(E.SINGLE.OR BATCH AT FILE
LOCATION

STARTS«uwITh LOCATING FOLCER POSITICN
INCLUDES=LCCATING FOLDER POSITION.PLACING,
REMOVING OR PARTIALLY REMOVING ANC REPLACING
ENCS=WITH FOLCER PLACEC INTO FILE ANC RELEASED
CONOITIONS=00ES NOT INCLUDE ANY OPERATIONS
PERFORMED WHILE FCLOER IS PARTIALLY REMOVED
REFERENCE=CCLUMN A=TIME TO PLACE FOLDERS
«COLUMN B=TIME TO REMOVE FCLCERS
«COLUMN C=~TIME TO PARTIALLY REMCVE
AND REPLACE FOLCERS

VARITABLES
SEQUENCED FILE REF NO FCLCERS A e C
IN FILE

NON=INCEXED.TIGHT A UP TO 15 132 143 1%6
TIGHT B 16 TO 30 172 183 156
TIGHT C 31 TO 60 194 2(5 218
LOGSE € UP YO 15 116 135 132
LCUSE € 16 TO 30 156 178 172
LCOSE F 31 TO 60 178 2€0 1S4
NO FCLDERS
BEHINC INDEX

INOEXECD TIGHT G UP TO 5 124 135 148
TIGHT ¥ 6 TQ 15 185 1é6 1175
TIGHT J4 16 TO 30 185 1%6 2(s
LCOSE K uP TO 5 108 127 124
LOCSE L 6 TO 15 139 158 1255
LOCSE ~ 16 TQ 30 165 188 1¢&5

FF 207 TAL BRPPMO1 BRPMTOL 29 FACHINE TIME,PHOTO=COPIER, EXPOSURE TIME PER

DIAL SETTING

STARTS=WHEN EXFQSURE LIGHT COMES ON

INCLUDES=EXPOSURE TIME OMLY

ENOS=WHEN EXPASURE L IGHT GOES OFF

Co CONDITICNS=3M AUTCMATIC ORY "2Q9" MOCEL
FF 207 TAL BRPPMO2 BRPMTC2 262 MACHINE TIME,PHOTO=COPIER,PRINT CUT TINME PER - ‘
. SINGLE COPY

STARYSewhEN "PUSH=TC=COPY" QR “BCOK COPY"
BUTTCN IS PRESSED

INCLUDES=MACHINE MOQVING COPY IN ANC CUT CF
MACFINE

ENCS=WHEN COPY [S EMITTEC FROM MACHINME
CONDETIONS=3M AUTCMATIC DRY 209 MOCEL

FF 207 TAL BRPPMO3 BRPMTO2 277 MACHINE TIME.PHOTO=COPIER,PRINT QUT TIME PER
COPY FOR MULTIPLE CCPIES

STARTS=WHEN "PUSheT(O=COPY* QR "BCGCK CCPY®
BUTTCN IS PRESSED

ENCLUDES=MACHINE MOVING ORIGINAL AND CCOPYS
IN ANC CUT CF MACKHIME

ENDS=WHEN LAST COPY IS EMITTED FROM MACHINE

CONDITIONS=3M AUTOMATIC ORY 209 MOCEL

FF 2C? TaL BRPPMO4 BRPMTC4 204 MACHINE TIME,PHOTO=CCPIER,PRINT QUT TIME FCR
BOUNC ORIGINALS

STARTS=WHEN "PUSH=TC=CCPY™ OR “BCOK COPY®
BUTTCN IS PRESSED

INCLUDES=MACHINE MOVING ORIGINAL AND COPY(S)
IN AND CUT OF MACHINE

ENOS=WHEN LAST COPY IS EMITTED FRCM MACKINE

CONDITIONS=3M AUTCMATIC DRY 209 MGQCEL

FF 207 TaL BRPPMOS BRPMTCS 26 MACHINE TIME,PHOTQ=CCPIER,RCTATE FILM FOR
BOUND ORIGINALS
STARTS=WHEN BCCK COPY BUTTON IS PRESSEC
INCLUDES=MACHINE TIME FOR FILM TC ROTATE
ENOS= WHEN FILM HAS ROTATED ANC INSTRUCTION
PANEL LIGHTS UP
CONDITIONSe3M AUTCMATIC ORY "209" MOCEL

10




DATA

SOQURCE ATION

FF

FF

FF

FF

£F

FF

FF

FF

FF

CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OCCUP= QUALITY SOURCE

207

207

207

207

207

207"

207

207

207

TAL

TAL

TAL

TAL

TAL

TAL

TAL

TAL

TAL

CODE

BRPPMOG

BRPPMOT

BRPPMOS

BRPAMOL

BRPTMO1

BRPVMO1

BRPVMO2

BRPIMOL

BRPIMO2

OWMSTOP
ELEMENT

BRPMTCS

BRPMTO7

BRPMTGSB

BRPMTQS

BRPNTIC

BRPMTLL

BRPMT12

BRPNMT13

BRPMT 14

™Y
VALUE

17

2113

1057

703

128

368

472

727

223

OPERATICN/ELEMENT DESCRIPTION

MACHINE TIME,PHOTO=COPIER,MACHINE TIME TG
READY FOR EXPOSURE FOR BOUND ORIGINALS
STARTS=wHEN BOOK COPY BUTTON IS PRESSEC
INCLUDES=MACHINE TIME FOR FILM TC ROTATE
ENOS=WHEN FILM HAS ROTATED AND INSTRUCTICON
PANEL LIGHTS UP
CONDITIONS=3M AUTCMATIC DRY "209™ MOCEL

MACHINE TIME,WARM=UP,COLD MACHINE
STARTS=WHEN "CN® BUTTON IS PRESSED
INCLUDES=MACHINE TIME TO WARM UP
ENOS=WHEN INSTRUCTION PANEL LIGHTS UP
CONDITIONS=3M BUTOMATIC ORY 209" MOCEL

MACHINE TIME, WARM=UP,wARM MACHINE
STARTS=wHEN "ON™ BUTTON (S PRESSED
INCLUDES=MACHINE TIME TO WARM UP
ENDS=WHEN INSTRUCTION PANEL LIGHTS UP
CONDITIONS=3M AUTGMATIC CRY ™209" MOCEL

MACHINE TIME ELECTRO=STAT CCPIER,EXPOSURE ANC
PRINT QUT TIME
STARTS=WHEN MACHINE CATCHES ORIGINAL ANC
STARTS=TQ EXPGSE (LIGHT GOES CUT)
INCLUDES=EXPOSING ORIGINAL, EMITTING ORICGINAL,
AND EMITTING COPY
ENOS~WHEN COPY CLEARS MACKINE
CONDITIONS=APECDC MODEL 171

MACHINE TIME,THERMC=FAX

STARTS=wHEN MACHINE CATCHES ANC STARTS TO PULL
PAPERS, (LIGHT COMES CN) .

INCLUDES=MACHINE TIME TO EXPOSE ANC PRINT OUT
(TIME LIGHT REMAINS ON)

ENDS=WHEN COPY AND ORIGINAL ARE EMITTEC FROM
THE MACHINE (LIGHT GDES OFF)

CONOITIGNS=3M THERMO=FAX “SECRETARY"

MACHINE TIME,VERIFAX COPIER,EXPOSURE TIME
STARTS~wHEN EXFOSURE BUTTCN HAS BEEN PRESSEC
INCLUDES=T{ME EXPQSURE LIGHT IS CN
ENOS=WHEN EXPOSURE LIGHT GOES OFF
CONOITIONS=VER{FAX VISCOUNT COPIER (MQCEL 3)

MACHINE TIMELVERIFAX CCPIER,ACTIVATE TIME
STARTS=WHEN ACTIVATE BUTTON HAS BEEN PRESSEC
INCLUDES=TIME ACTIVATE LIGHT IS ON
ENDS=WHEN ACTIVATE LIGHY GDES OFF
CONDITICNS=VERIFAX VISCOUNT COPIER (MOCEL 3)

MACHINE TIME,WwARM=UP, XEROX COPIER
STARTSeWHEN "CN"BUTTCN IS PRESSED
INCLUDES=TIME RECUIRED FGR MACHINE TC WARM LP
TO START REPROOUCING COPIES
ENCS=WHEN MACKINE STARTS EXPOSURE
CONDITICAS=XERCX S14 CCPIER
MACHINE TIME,EXPCSURE,XEROX COPIER
STARTS=AFTER"PRINT"BUTTON HAS BEEN PUSHELC AND
WHEN EXPOSURE LIGHT COMES ON
INCLUDES=EXPOSLRE LIGHT MOVING DCWN EXPCSING
ORIGINAL,ANC RETURN OF LIGHT TQ STARTING
POSITICA
ENDS=WHEN EXPOSURE LIGHT HAS RETURNEC TO THE

STARTING PCSITION,REACY FOR THE NEXT EXPCSURE

CONDITIONS=XERCX 914 CCPIER

11




DATA

SOURCE ATION

FF

FF

FF

FF

FF

FF

FF

207 TAL
207 TAL
207 TAL
207 TAL
207 " TaAL
207 TaL
207 TAL

DEFENSE WORK

OCCUP= QUALITY SOURCE

CODE

BRPZMO3

BRPIMO4

MRPPSO2

MRPACOL

MRPPCOL

MRPPCO2

MRPPCO3

MEASUREMENT
OwWMSTCP ™Y
ELEMENT  VALUE
BRPMTLS 692
BRPHMT16 32
MRPSAOL 1079
MRPSCO1 735
MRPSCC2 . 33¢
MRPSCO3 T4
MRPSCO4 456

STANOARD TIME DATA ELEMENTS

OPERATICN/ELEMENT DESCRIPTION

MACHINE TIME,PRINT QUT,XERQX COPIER

STARTS=WHEN ORIGINAL HAS BEEN EXPQSEC ANC EX=
POSURE LIGHT HAS RETURNED TO STARTING POSITICN

INCLUDES=MACHINE TIME FOR COPY TO BE PRINTEC
ouT

ENDS=WHEN COPY CLEARS MACHINE AND IS CROPPEC
INTC THE RECEIVING TRAY

CONDITIONS=XERCX 914 CCPIER

MACHINE TIME,PRINT CUT,XERCOX COPIER.ADCITICONAL
PRINT QUT TIME FCR 14 INCH COPIES
STARTSeWHILE MACHINE IS PRINTING OUT COPY
INCLUDES=THE ACDITIONAL TIME REQUIREC TO PRINT
OUT A 14 INCH COPY RATHER THAN AN 11 INCH COFY
ENDS=WHEN COPY CLEARS MACHINE ANC IS OROPPELC
CONDITICNS=XERGCX 914 CCPIER

SWITCH,ACTUATE,START AND STOP,PHOTC=COPIER
COLD MACHINE '
STARTS=W[TH REACF TQ ON=CFF BUTTCN
INCLUDES=TURNING MACHINE ON,WARM UP TINME,ANC
TURNING MACHINE OFF )
ENOS=WI{TH OFF=BUTTON PRESSED

SHEET,COPY,SINGLE,ORIGINAL=CONE COPY=4PECD
MODEL 171
STARTS=WITHF ORIGINAL ANC COPY PAPER IN HANO
INCLUDES=FEEDING CRIGINAL AND COPY [NTC MACH=
INE, MACHINE TIME AND GETTING COPY ANC
ORIGINAL FRCM MACFINE
ENOS=WITH ORIGINAL ANC COPY IN HANC AS CCPY
CLEARS THE MACHINE
CONOTTICNS=QRIGINAL ANC COPY MUST BE PREALICN=
ED,TOP EDGES SEPARATED SLIGHTLY,.PRIOR TO
FEEDING INTC MACHINE

SHEET,COPY,SINGLE,ORIGINAL ON 3M AUTOMATIC DRY
PHOTO=COPIER,MODEL 209=SINGLE COPY ONLY
STARTS=wITE MACHINE wARM AND ORIGINAL IN KAMND
INCLUDES=PLACING ORIGINAL IN FEEC TRAY,SETTING
CCUANTER OLAL,PRESSING BUTTON,CGETYING CRIGINAL
AND COPY FRCM TRAY
ENDS=WITH CRIGINAL ANC CCPY REMOVEL FRCM EXIT
TRAYS AND [N FANDS

SHEET,COPY,SINGLE,ORIGINAL ,ON 3M AUTOMATIC DRY
PHOTO=COPIER MODEL 209=MULTIPLE COPIES
STARTSew[TH MACHINE wWARM AND OREIGINAL IN HAND
INCLUDES=PLACING CRIGINAL IN FEEC TRAY,SETTING
COUNTER DIAL,PRESSING BUTTON.GEVTING GRIGINAL
ANC COPY FRCM TRAY
ENOS=WITK CRIGINAL ANO CCPY REMOVEL FRCM EXIT
TRAYS ANC [M HANCS

SHEET,COPY,SINGLE,B80UND CRIGINAL,PHOTQ=CCPIER
3M MCDEL 20S ORY CCPIER
STARTS=wITH BCCK HELC IN HAND,OPENEC TC PROPER
PAGE,REACH TOWARD BCOK COPY BUTTOM
INCLUCES=GET ANC PRESS BUTTON,RAISINC ANC
CLOSING LIGC,INSERTING AND REMCVINCG PAGE AND
REMCVE COPY FRCM TRAY
ENOS=W{TH COPY IN HAND,REMOVED FROM EXIT TRAY
CONDITIONS=APPLIES TC BOUNC PAGE ONLY.BRPMTCL
MUST BE USED WITH THIS ELEMENT TO ALLOW FOR
EXPOSURE TIME.MULTIPLY OIAL SETTING BY TIME
FCR BRPMTOL

12
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DEFENSE MORK MEASUREMENT STANDARD TIME DATA ELEMENTS

L DATA OCCUP= QUALITY SOURCE DWMSTOP U “OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT  VALUE

FF 207 TAL MRPTCOL MRPSCCS 153 SHEET,COPY,SINGLE,FROM ORIGINAL,3M THERMO=FAX
SECRETARY MODEL

STARTSe»MITH ORIGINAL ANO COPY PAPERy ANC BACK=
UP PAPER WHERE REQUIRED,ALIGNED IN MANOS

INCLUDES=MOVING PAPERS INTQO MACHINE, MACHINE
PROCESS TIME.AND GETTING THE ORIGINAL ANC COPY
FROM MACHINE

ENDS=WITH ORIGINAL ANC COPY IN HAND AS ThEY
ARE EMITTED

CONOITIGNS=8X10 L/2 INCH COPIES. MACFINE TIME
BEGINS AS PAPER STARTS BEING PULLED INTO THE
MACHINE ANC ENOS WHMEN COPY CLEARS MACHINE FEED

FF 207 TAL MRPVCO1l MRPSCCS 1314 SHEET, COPY,SINGLE/FIRST COPY,VERIFAX MOCEL 3
STARTSewITk ORIGINAL IN HAND,REACH FGR COVER
LATCH
INCLUDES=OPENING COVER,EXPOSING MAT,CEVELOP ING
MAT ANO MAKING ONE COPY FROM MAT
ENDS=WITH MAT IN HANC ANC COPY PLACEL ASIDE
CONDITIONS=VERIFAX MODEL 3

FF 207 TAL MRPYCO2 MRPSCQ? 268 SHEET,COPY,AODITIONAL, FROM SINGLE SHEET
- ORIGINAL,VERIFAX MOCEL 3

STARTS=HCLCING EXPOSED MAT,REACH FOR CLOSED
CLANMP WITH OTHER HAND

INCLUDES=PUTTING MAT IN SOLUTION,GETTING COPY
PAPER,MAKING COPY,SEPARATING COPY ANO MAT,
PLACE ASIOQE

ENOS=wITH MAT [N HANC ANC COPY PLACEC ASIDE,IF
ADDITIONAL COPIES ARE REQUIREC.wITH COPY IN

¢ HANC ANC MAT DISCAROED,IF ADDITIONAL COPIES

ARE NCT RECUIRED

CONDITICNS=VER{FAX. MODEL3,0NLY TWO ACCITIONAL
COPIES PER NMAT

FF 207 TAL MRPZCOL1 MRPSCO8 1670 SHEET,COPY,SINGLE,=11 INCH SHEET.XEROX 914

. . COPTER
STARTS=wITH MACHINE GFF AND DOCUMENT IN FANC,
: REACH FCR THE "ON® BUTTON

INCLUDES=TURNING ON MACHINE,PLACING AND RE=
MOVING ORIGINAL FROM GLASS,EXPOSING AND PRINTe
ING CNE COPY ANO RENMOVING COPY

ENOS=WITH OOCUMENT ANC CCPY IN HANC AS CGPY
CLEARS THE RECEIVING TRAY

CONDITICNS=XERCX 914 CCPIER

FF 207 TAL MRPICO2 MRPSCCY 1702 SHEET,COPY+SINGLE,=14 INCH SHEET,XEROX 914
COPIER

STARTS«wITH MACHINE CFF AND OOCUMENT IN +ANC,
REACH FOR THE ®“ON™ BUTTON

INCLUDES=TURNING ON MACHINE, PLACING ANC REMCVe
ING GREIGINAL FROM GLASS,EXPOSING ANC PRINTING
ONE COPY ANC REMOVING COPY

ENOS=WITH COCUMENT AND COPY I[N HANC AS CCPY
CLEARS THE RECEIVING TRAY

CONDITIONS=XERCX 914 CCPIER

FF 207 TAL MRPZCO3 MRPSC1C 1029 SHEET,COPY,SINGLE,CRIGINAL,ONE SIDE, 11 INCH
COPY AND MACHINE WARM,XEROX 914 COPIER

STARTS=wITH QRIGINAL IN FANO AND MACHINE WARM=
RELOAC LIGHT ON,REACH TQO COVER FANOLE

INCLUCES=OPENING COVER,PLACING ORIGINAL,SELECT
ING NUMBER OF COPIES,PUSHING PRINT BUTTOM,
MACHINE TIME AND GETTING ORIGINAL ANC COFY

ENDS=WITH DOCUMEAT AND COPY IN HANC AS COPY
CLEARS THE RECEIVING TRAY

CONOITIONS=XERCX 914 CCPIER

‘III' i




DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwWMSTOP ™™™y QPERATICN/ELEMENT DESCRIPTIGON -
SQURCE ATION CODE ELEMENT VvALUE
FF 207 TAL MRPZICO4 MRPSC11 1061 SHEET,COPY,SINGLE+GRIGINAL ,ONE SIDE,l4 INCH

COPY AND MACHINE WARM, XEROX 914 COPIER
© - STARTSeWITF ORIGINAL IN HAND AND MACHENE WARM

RELCAC LIGHT CNyREACH TO COVER HANOLE

INCLUDES=OPENING COVER,PLACING ORIGINAL,SELECT
ING NUMBER CF COPIES,PUSHING PRINT BUTTQOM, )
MACHINE TIME AND' GET CRIGINAL ANC COPY

ENDS=WITH COCUMENT AND COPY IN HANC AS CGCPY
CLEARS THE RECEIVING TRAY

CONDITIONS=XERQX 914 COPIER

FF 207 TAL MRPZCOS MRPSC12 1962 SHEET,COPY,SINGLE,ORTGINAL,BATH SIDES, 11 INCH
FIRST COPY=COLD MACHINE, XEROX 914 COPIER
STARTS=wn T+ MACHINE CFF ANO DQGQCUMENT IN HANC,
. REACH FCR “CN®™ BUTTCN
s INCLUDES=TURNING CN MACHINE, PLACING GRIGINAL,
. EXPGSING, TURNING OVER, REMQVING ORIGINAL ANC
GETTING COPIES
ENOS=WITH COCUMENT AND COPIES IN HANC AS THEY
CLEAR THE TRAY
CONDITICNS=XERCX 914 CCPIER

FF 207 TAL MRPZCO6 MRPSCI3 1994 SHEET,COPY SINGLE,ORIGINAL,BOTH SICES, l4 INCFH
FIRST COPY=COLD MACHINE, XERGX 914 COPIER
STARTS=wiTH MACHINE CFF AND OOCUMENT IN HANC,
REACH FCR “CN"™ BUTTON
INCLUDES=TURNING ON MACHINE,PLACING CRIGINAL,
EXPOSING,TURNING CVER,REMOVING ORIGINAL AND
GETTING COPIES
ENDOS=WITH COCUMENT AND COPIES IN HANC AS THEY
! CLEAR ThE TRAY
CONOITICNS=XEROQX 914 CCPILER

FF 207 TAL MRPZICOT7 MRPSC14 1321 SHEET,COPY,SINGLE,ORIGINAL,BOTH SICES, 11 INCF
: SHEET, WARM MACHINE, XEROX 914 CCPIER

STARTS=niTH ORIGINAL IN FAND,REACH TC COVER
HANOLE

INCLUDES=MAKING CCPY OF BOTH SIDES OF AN
ORIGINAL®

ENCS=WITH CRIGINAL AND COPIES IN HANC AS
COPIES CLEAR THE RECEIVING TRAY

CONDITIONS=XERCX 914 CCPILER

FF 207 TAL MRPZCO8 MRPSCLS 1353 SHEET,L0PY, SINGLE,ORICINAL,BOTH SIDES.14 INCFH
SHEET, WARM MACHINE, XEROX 914 COPIER

STARTS=wITH QRIGINAL IN FAND, REACH TC CCVER
HANCLE

INCLUDES=MAKING CCPY OF BOTH SIDES OF AN ORIG=
INAL

ENCS=WITH ORIGINAL ANO CCPIES IN HANC AS
COPIES CLEAR RECEIVING TRAY

CONDITIGNS=XERCX 914 CCPIER

AF 208 MAL S4PlE2 MFRCIQL 51 CECKyINSERT,MICRCFILM CARTRIDGE INTO MICROFILM
READER
STARTS=W{TH A MOVE QF THE DECK TC THE READER
INCLUDES=PCSITIONING AND INSERTING MICRCFILN
CARTRICGE CECK INTO THE REACER
ENCS=WITH RELEASE OF THE CECK
CONDITICNS=SEATEL AT REACER

AF 208 AL S4PLEL MFRCCO1L 83 CECK,0BTAIN,MICROFILM CARTRIDGE FRCM STORAGE
’ . FILE

STARTS=WITH REACH TO THE STORAGE FILE

INCLUDES=ICENTIFYING AND QBT-AINING THE CESIRED
MICROFILM CARTRIDGE DECK

ENOS=wiTH CECK [N CTHER HANO

CONDITICNS=STORAGE FILE IN CLOSE PROXINITY TO
SEATEC CPERATOR
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DATA

SOURCE ATION

AF

AF

AF

AF

‘AF

FF

EF

FF

CEFENSE WORK MEASUREMENT STANDARD TIME OATA ELEMENTS

OCCuP= QUALITY SOURCE

208

208

208

208

208

209

209

209

MAL

MAL

TAL

TAL

MAL

MaL

MAL

MAaL

CCOoE

S4P3ES

S4P3ES

S4P2ES

S4P2E4

S4P1E3

MIDDSO1

MICDS02

MI10DSO03

DWMSTOP
ELEMENT

MFRCRO1 -

MFROSCL

MFRMAQL

MFRMRQL

MFRSAQL

MIDCSOL

MIDCSC2Z

MIDCSO03

™™y
VALUE

34

40

750

332

23

26

31

47

OPERATICN/ELEMENT OESCRIPTION

CECKoREMOVE,MICRCFILM CARTRIDGE FRCM
MICROFILM REACER
STARTSewITh A REACH TO THE RELEASE LEVER
INCLUDES=CEPRESSING LEVER AND REMOVING MICRCe
FILM CARTRIDGE OECK FROM THE REAODER
ENDS=MITH DECK IN HANC
CONODITIONS=SEATEC AT REACER

QECK,STORE, MICRUFILM CARTRIDGE IN FILE
STARTS=wITk A MOVE OF THE OECK TQ THE FILE
INCLUOES=POSITIONING AND INSERTING MICRQOFILM

CARTRIDGE CECK INTO THE FILE
ENOSenlTH RELEASE OF THE DECK
CONDITICNS=STGRAGE FILE IN CLOSE PROXIMITY TO
SEATED CPERATCR

MICROFILM, ACVANCE, READER MACHINE, FILM TC

OESIRED FRAME, PRINT, ETC.

STARTS=wlTH A REACH TQ ACVANCE XNOB

INCLUDES=TURNING KNOB, DEPRESSING THREACING
LEVER, CONTROL OF FILM ADVANCE TO APPROXIMATE
LOCATICN, REACH TO FAND CRANK TC ALIGN AMND
FOCUS TO DESIRED FRAME, REACING TG ASCERTAIN
DESIRED DATA

ENOS«WITH RELEASE OF HANC CRANK

MICROFILM,REWINC, READER MACHINE,FILNV,TC STOP
POSITION, MACHINE TIME INCLUDED
STARTSew{TH A REACH TO REWIND KNOB
INCLUDESeTURNING KNCB, MACHINE TIME TO REWIND
MICROFILM TO STOP POSITION
ENOS=WITH MACHINE STCPPEC AND FILM REWGUND IN
CARTRIOGE

SWITCH,ACTUATE,MICRCFILM READER
STARTSewiTH & REACH TC THE REACER SWITCH
INCLUDES=TURN MACHINE CN OR OFF
ENOSewITH RELEASE OF THE SWITCH

OOCUMENT,STAMP,WITH AUTCMATIC TIME STANP
STARTSewITH MCVE CF COCUNMENT TC STAMP
INCLUDES={NSERY CGCUMENT INTO STAMF ANC REMCVE

AFTER STAMPING
ENDS=WITH STAMPEC DOCUMENT (N KANC
CONDITICNS=COCUMENT [N HAND

DOCUMENT ,STAMP,wITH MANUAL TYPE STAMP
STARTS=wITk MCVE CF CCCUMENT TC STAMP
INCLUDES= INSERT COCUMENT INTO STAMP,MANUALLY

ACTIVATE STAMP ANC REMOVE COCUMENT
ENDS=WITF STAMPEC DCCUMENT IN MANC
CONMDITICNS=0O0CUMENT IN HAND

ODOCUMENT,STAMP,WITH RUBBER INK STAMP TC 4
CLOSE LOCATICN,FIRST DOCUMENT
STARTS=WITH STAMP IN HANC IN CONTACT wiITH INK
PAD,PRESS STAMP ON INK PAD,CTHER FAND IN
CONTACT WITH COCUMENT
INCLUDES«INK STAMP,MCYE TO ANO STAMP CCCUMENT
ENOS=STAMP [N HAND IN CONTACT WITH CCCUMENT,
OTHER FANC IN CONTACT wiTH COCUMENT
CONDITIONS=STAMP SIZES 1/4X1l=Ll/4 INCH+ TOC
2X3=1/4 INCH

15




DEFENSE WORK MEASUREMENT STANDARO TIME DATA ELEMENTS

OATA QOCCUP= QUALITY SOURCE OWMSTCP TSU OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CCOE ELEMENT VALUE
" FF 209 MAL MIDDSO4 MIOCSC4 62 DOCUMENT ,STAMP,WITH RUBBER INK STAMP TC A

CLOSE LOCATION,EACH AODITIONAL UP TO FIVE
OOCUMENTS ANC ASIOE
STARTS=WITH STAMP [N MANC CONTACTING CCCUMENT,
MOVE STAMP AWAY,OTHER MANO CONTACTING COCUMEAT
INCLUDES=MOVE OQCUMENT ASIDE TO AN APPROXIMATE
LOCATIGCN ANC STAMP NEXT OOCUMENT
ENOS=wITH STAMP IN HANC IN CONTACT WiTH
DOCUMENT,OTHER HAND IN CONTACT wITH DOCUMENT
CONDITICNS=STAMP SIZE 1/4 X l=1/4 INCF TC
2 X 3=1/4 INCH i

FF 209 MAL MIDD0SGS MIDOSOCS 35 COCUMENT,STAMP,WITN RUBBER INK STAMP TC AN
APPROXIMATE LOCATICNyFIRST DOCUMENT

STARTS=WITH STAMP I[N HANG IN CONTACT wITH IMK
PAD,PRESS STAMP ON INK PAD,OTHER FANC IN
CONTACT WITH COCUMENT

INCLUDES® INK STAMP,MCVE TO AND STAMP COCUMENT

ENDS=STAMP [N HANC IN CONTACT wWITH DCCUMENT,
OTHER HANO IN CONTACT WITH COCUMENT

CONDITIONS=STAMP SIZES 1/4 X 1=1/4 [NCH TO
2 X 3=1/4 INCH

FF 209 MAL M{ODSO6 MIDDSO¢ 55 DOCUMENT,STAMP,wITH RUBBER INK STAMP TC AN
APPROXIMATE LOCATION,EACH ADDITIONAL UP TO
FIVE DOCUMENTS AND ASICE
STARTS=WITH STAMP IN HANC CONTACTING COCUMENT,
MOVE STAMP AMAY, CTHER HANO CCNTACTING OCC=
UMENT
INCLUDES=MCVE COCUMENT ASIDE TC AN APPROXIMATE
. LOCATION ANO STAMP NEXT DOCUMENT
ENOS=W(TH STAMP [N HANC IN CONTACT WiTH
. DOCUMENT ¢GTRER HAANC IN CONTACT WETH COCUMENT
CONDITIONS=STANP SIZE 1/4 X l=1/4 INCH TOQ
2 X 3=1/4 INCH

FF 209 MAL MIDDSQT MEDCSO7 27 OOCUMENT ,STAFP,nITH A PLUNGER TYPE NUMBERING
INK STAMP TC A CLOSE LCCATION.FIRST DOEUMENT
STARTS=wiTh STAMP IN HANC CONTACTING COCUMENT,
OTHER HANO IN CONTACT WITH COCUMENT
INCLUDES=MCVE STAMP, POSITION,STAMP CCCUMENT
AND MOVE PLUNGER MHANOLE UPWARC
ENDSewiTk STAMP IN HANC IN CONTACT wiTh
DOCUMENT ,OTHER HAND IN CONTACT wITH DCCUMENT

FF 209 MAL MI0DS08 MIDCSCE 78 OOCUMENT,STAMP,WITH A PLUNGER TYPE NUMEBERING
INK STAMP TO A CLOSE LCCATION, ADDITIONAL
CCCUMENTS ANC ASIDE
STARTSew (Th STAMP [N HANC CONTACTING COCUMEAT,
MOVE STAMP AWAY,OTHER HAND CONTACTING DOCUMENT
INCLUDES=MCVE COCUMENT ASIDE TG AN APPRUXIMATE
LOCATION ANC STAMP NEXT OOCUMENT
ENDS=W{TH STAMP IN HANC IN CONTACT WITH
DOCUMENT,OTHER HAND IN CONTACT wiThH DCCUMENT

FF 209 MAL MIDDS09 MIDCSCS 21 DOCUMENT ,STAPP, W{TH A PLUNGER TYPE NUMEERING
INK STAMP TC AN APPROXIMATE LOCATION, FIRST
GCCUMENT .
STARTS=uITH STAMP IN HANC CONTACTING CCCUMENT,
OTHER HAND IN CONTACT WITH COCUMENT
INCLUDES=STAMP CCCUMENT AND MOVE PLUNGER
HANCLE UPWARD
ENOS=WITH STAMP IN MANC IN CONTACT wWITH
DOCUMENT,CTHER HAND IN CONTACT WITH OOCUMENT
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DEFENSE WORK. MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwWMSTOP  TMU OPERATICN/ELEMENT DESCRIPTION

SOURCE ATION CODE ELEMENT VALUEV

FF

FF

FF

FF

FF

FF

FF

209

209

209

20§

209

209

MAL MI0DS10 MIDOS1O

MAL  MIDLAOL MIDLAOL

MAL MIOLAO2 MIDLAQ2

MAL  MIDLAG3 MIDLAO3

MAL MIDLAO4 MIDLACA

MAL MICLCO1l MICLCO!

MAL MIDLMOLl MIDLPOL

65

226

144

135

112

204

51

DOCUMENT,STAMP,NITH A PLUNGER TYPE NUMBERING
INK STAMP TGO AN APPROXIMATE LOCATICON,ACCe
ITIONAL DOCUMENT ANO ASIDE
STARTS=WITH STAMP IN HANC CONTACTING COCUMENT,
MOVE STAMP AWAY,0THER HAND CONTACTING DOCUMENT
INCLUDES=MOVE COCUMENT ASIDE TO AN APPROXIMATE
LOCATION ANC STAMP NEXT DOCUMENT
ENOS=WITH STAMP IN HANC IN CONTACTY WITH
DOCUMENT,OTHER HANO IN CONTACT WITH COCUMENT

LABEL,ATTACH,GUNMEC FOLD TYPE TO FOLCER OR
CARD STOCK .
STARTS=wiTH LABEL IN HANCS, GUMMEC SICE COWN,
MOVE LABEL TO MOISTENER
INCLUDES=NOISTEN LABEL, FOLD AND ATTACK TO
FCLDER OR CARC STOCK
ENDS=WITH FOLDER [N hAND
CONDITIONS=LABEL SIZES 1=1/8 X 3=1/4 INCH TQ
1=1/8 X 3=3/4 INCH=APPLIED TO ECGE, USING A
SPONGE CR RCLLER TYPE MOISTENER

LABEL,ATTACK,GUMMEC FLAT TYPE TO FCLCER,CARC
STOCK OR PACKAGE
STARTS=LABEL I[N FANDS,GUMMED SIDE COWA, NOVE
LABEL TO MOISTENER
. INCLUDES=MCISTEN LABEL AND ATTACH TO FCLCER,
CARD STCCK CR PACKAGE
ENDS=HANDS IN CONTACT WITH SURFACE
CONDITIGNS=LABEL SIZES 1=1/4 X 1=3/4 INCF TG
4 X 5=1/2 INCH=APPLIEC TO FLAT SURFACE, USINC
A SPGNGE OR ROLLER TYPE MOISTENER

LABEL,ATTACH,FLAT PRESSURE SENSITIVE TYPE TO

FCLOER,CARC STOCK GOR PACKAGE

STARTS=wITH SHEET OF LABELS IN HAND, MOVE TO
LABEL wITH OTHER HAND

INCLUDES=REMOVE LABEL FRQOM BACKING ANC ATTACH
TO SURFACE

ENOS=WIT+ HANO IA CGhTACY HITH SURFACE

CONDITICNS=PRESSURE SENSITIVE FILE FCLDER OR
ADDRESS LABELS 3=1/2 X1/2 INCK TQ 3=1/2 X
le1/2 INCHywITH PROTECTIVE BACKING

LABEL,ATTACH,0YMC TAPE WRITER,TQ SURFACE AT AN
APPROXIMATE LOCATION
STARTS=WITH LABEL IN MANC,MOVE TC LABEL wiTH
OTHER HAND
INCLUDES=REMOVE PROTECTIVE BACKING FROM TAPE
AND ATTACH TC SURFACE
ENOS=HANO IN CONTACT WITH SURFACE
CCNOITICONS=LABELS UP TC 3 INCHES [N LENGTK

LABEL,CUT,TQ LENGTH,DYMO TAPE WRITER
STARTS=wITH TAPE WRITER IN RIGHT HWANC,REACH
TO TAPE ROLLER XNCB
INCLUDES=RCLL TAPE PAST CUTTING BAR, ENGAGE
TAPE LOCK AND CUT OFF LABEL
ENOS=LABEL IN LEFT HANC,TAPE WRITER IN RIGHT
HANC

LABEL,PREPARE,PER. CHARACTER OYMO TAPE WRITER

STARTSewITH TAPE WRITER IN HANC REACH TC
PRINTING WHEEL

INCLUDES=TURN PRINTING WHEEL TO CESIREC
CHARACTER AND ACTUATE TAPE WRITER KANCLE

ENDS=TAPE WRITER IN FAND

CONDITICANS=APPLICABLE FOR EITHER NAMES,STOCK
NUMBERS,CLOCK NUMBFRS, OR BADGE NUMBERS
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DATA

SOURCE ATION

FE

FF

FF

FF

FF

FF

FF

FE

20S

209

209

209

209

209

209

MAL

MAL

AL

MAL

MAL

MAL

TaL

OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

CCCUP= QUALITY SQURCE

CCDE

MIDLSOL

MICPOOL

MIDTAOL

MIDTAQ2

MICTAO3

BOGMCXX:

BOGTC XX

BOGMAOL

DWMSTOP
ELEMENT

MIOLSOL

MIDPOOL

MIOTAOQL

MIDTAQ2

MIDTAOQ3

TMU
VALUE

21

52

68

76

156

B80GCMXX VARIABLE

53
100
25
14

BCGCTXX VARIABLE

BOGMAQL

68
125

28

OPERATION/ELEMENT DESCRIPTION

LABEL,SPACING, BETWEEN WORDS OR CHARACTERS,CYMC
TAPE LABEL WRITER .

ROLLER KANQOE

STARTS»wITH WRITER IN HANC,REACH TC TAPE

INCLUDES=APPLY PRESSURE TO KNOB ANC ROTATE

ENDS=WITH TAPE WRITER IN HAND

PAC,OPEN/CLOSE, INK
STARTS=B8CTH HANOS IN CCNTACT WITH INK PAC LID,

LIFT EDGE QF PAD
INCLUDES=QPEN ANC CLOSE LID

ENDS=HAND IN CCNTACT WITH LID

CONDITIONS=FRICTION TYPE LID

TAB,ATTACH,METAL SIGNAL,TO CARD STOCK

STARTS=wITH A REACH TO TAB ANO CARC STOCK

INCLUDES=MOVE TA® ANC CARD STOCK TO CENTER CF
DESK ANC ATTACH TAB TO CARO STOCK

ENOS=WITH CARD STOCK IN HAND

CONDITICNS=CARC STCCK CN DESK TOP,3=S INCH

REACH

TAG,AVTACH,METAL SIGNAL,TO FOLDER OR ODIVICER
STARTSewITH DRAWER OPEN, REACH TO TAB,FCLCER IN

OTHER HAND

INCLUDES=MCVE TAR TO FCLCER ANC ATTACH

ENOS=FQLDER IN HAND

TO 20 INCH REACH AREA

CONDITIONS=FOLCER/CIVIDER UPRIGHT IN FILE,LS

TAB,ATTACH,EITHER FOLOED(UP TO 3 INCHES LOMNG)
OR RCUND PROJECTION TYPE GUMMED INCEX,TO CARD
STOCK OR SHEET
STARTS=wiT+ TAE IN HANC,CARD STOCK/SHEET ON

DESK IN NORMAL WORK AREA,REACH TQ OTHER END CF

TAB CR MOVE TAB TC MOISTENER
INCLUDES=MOISTEN TAB AND ATTACK TO CARL STOCK

OR. SHEET

ENOS=WITH ATTACHEC TAB IN HAND
CONDITIONS=TWO ODIFFERENT TYPE TAE ATTACHMENTS
ARE COMBINEC FOR USE OF EITHER

CHAIR,MOVE ,WITH CASTERS,WHILE SITYING
STARTS=wITH OPERATOR IN SITTING POSITICN
INCLUDES=PULLING OR PUSHING CHAIR

CH

FROM OR YO wORK PGSITION

ENDS=W{TH CHAIR MOVEC ANC OPERATOR STILL

SEATEC IN CrAlR

CONOITIONS=QPERATOR FACING DESK
CASE 01 CHAIR FROM WORK POSITION=1 FT,.
02 CHAIR TO wWORK POSITION=L FT,

03 MOVE CHAIR (FIRST

FOOT ONLY)

04 MOVE CHAIR (EACH AOCITIONAL FOOT)

AIR,TURN,SWIVEL CHAIR

STARTS=nITH BO0TH FEET ON FLOOR
INCLUDES=MOTICAS TO START & TURN CFrAIR

ENDS=WHEN BOTH FEET CN FLOOR
ATTITUDE
CONDITICNS=PERSON SITTING IN
OR 180 CEGREES
CASE 01 TURN SWIVEL CHAIR
02 TURN SWIVEL CHAIR

AT NORMAL WGCRKING
CHAIR & TURNS SO

90 CEGREES
180 DEGREES

MANUAL ACDITION,PER DIGIT,AFTER FIGURES FAVE
BEEN TRANSCRIBEC FCR CCMPUTATION

18

STARTS=wITH READ OIGIT

INCLUDES=TIME ANC MOTICNS TGO
FIGURES AND WRITE ANSHWER

ENCS=WITH ANSWER RECCRCEC

REAC,MENTALLY ADO

CONDITICNS=APPLICATIGN RULE,COUNT THE TOTAL

NUMBER OF OIGITS IN THE PROBLEM EXCLUCING THE

ANSWER & MULTIPLY BY THE TMU VALUE




SOURCE ATICN

. FF 209 TAL
FF 209 TAL
FF 208 TAL
o
FF 209 MAL
FF 2Cs TAL
FF 208 TAL

DATA 0OCCUP= QUALITY SQURCE

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OWMSTDP ™y
CODE ELEMENT VALUE

BOGMMXX BOGMMXX VARIABLE

078
115
175
215
268
290
545
675
a82
707
1027
1225

B8CAHSOl BOGMSO1 24

BOGCTXX BOGTCXX VARIABLE

845
411
4651

80GDDO1 BOGTOOL 34

BOGTIXX BAGTIXX VARIABLE

18
87

80GTLO1l BOGTLOL 39

OPERATICN/ELEMENT DESCRIPTION

MANUAL MULTIPLICATION

STARTS=WITE WRITING INSTRUMENT HELD IN HANO
WITHIN FRACTIONAL MCVE OF WRITING SURFACE

INCLUDES<MENTAL TIME TC MULTIPLY & MGTIGANS TO
WRITE FIGURES IN ANSNER

ENDS=WITH WRITING INSTRUMENT [N HAND & IN

CONTACT
PROBLEM
CASE C1
02
03
04
05
06
a7
08
09

wITF WRITING SURFACE AT CCMPLETICN OF

MULTIPLY CNE OIGIT BY ONE OIGIT
MULTIPLY TwG DIGIT BY ONE DIGIT
MULTIPLY THREE OIGIT 28y ONE OIGIT
MULTIPLY FOUR DIGIT BY ONE DICIT
MULTIPLY FIVE DIGIT 8Y CNE OIGIT
MULTIPLY TwC CIGIT BY TWO CIGIT
MULTIPLY THREE DIGIT BY Twd CIGITY
MULTIPLY FOUR OIGIT 8Y TWO CICIT
MULTIPLY FIVE OIGIT B8Y TWG CICIT

10 MULTIPLY THREE OIGIT BY THREE
11 MULTIPLY FOUR DIGIT BY THREE
12 MULTIPLY FIVE DIGIT B8Y THREE

MANUAL SUBTRACTICN,PER DIGIT,AFTER FIGURES
HAVE BEEN TRANSCRIBED FOR COMPUTATION

STARTSewITH REAC CIGIT

INCLUDES=TIME & MOTIGNS TO REAC,MENTALLY
SUBTRACT FIGURES € WRITE ANSWER

ENOS=WITH ANSWER RECORCED

CONDITIONS=4PPLICATION RULE,COUNT THE TOTAL
NUM8ER OF OIGITS IN THE PROBLEM EXCLUCING THE

ANSWER & MULTIPLY BY THE TMU VALUE

TELEPHONE .CCNVERSATION, T IME

STARTS=WHEN TALKING BEGINS.

INCLUDES=CONVERSATION TINE ONLY,

ENOSeWHEN TALKING ENDS.

CONOITICNS=TIME VALUES WERE DEVELCPEC IN
ALL TYPES OF ORGANIZATIONS

CASE Ol TAKE MESSAGE FOR PERSGN OUT OF

OFFICE

02 RELAY CALL TO PERSON IN OFFICE.

03 CONCUCT ROUTINE BUSINESS.

TELEPHONE ,DIAL,CNE DIGIT

STARTS=NWITH PESITICN FINGER TO DIAL FOLE

INCLUDES=MCTIONS TO OIAL ONE DIGIT

ENCS=AT END OF DOIAL RETURN

CONDITICNS=REACH TO CIAL FIRST DIGIT IS
LIMITED OQUY BY LISTENING TIME

TELEPHONE » [DENTIFICATICN

TELEFHONE,LISTEN,FOR BUSY SIGNAL,DIAL TCAE,OR

STARTS=THE OPERATOR/INCIVIDUAL ON THE LINE ANOD
BEGINNING TC SPEAK THE FIRST SYLLABLE OF THE

FIRST wCRD
INCLUDES=PRONCUNCING THE WORO=CPERATCR
OR THE ORGANIZATICN TITLE. THE

INDIVICUALS NAME ANC THE WORD=SPEAKING

ENOS=WITH THE wORCS PRONCUNCED
CASE 01 IDEATIFICATION B8Y QPERATQOR
C2 IDENTIFICATION 8Y INOIVICUAL
ANSWERING CALL

PARTY ALREAQY CON LINE

19

STARTS=WITH RECEIVER IN PCSITICN AT EAR ANC

SIGNAL STARTING TC IMPINGE ON EARCRUM
INCLUDES=LISTENING TC IDENTIFY SIGNAL

ENOS WITH RECEIVER  IN POSITION AT EAR ANC wITH

SIGNAL RECCGNIZED

CONOITIONS=THE SAME RECOGNITION TIME IS
ALLCREC FCR A BUSY SIGNAL, A DIAL TONE OR FOR

PARTY ON LINE




ODATA OCCUP= QUALITY SOURCE CuMSTCP ™y QPERATICN/ELEMENT OESCRIPTION

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

SOURCE ATION CoDE ELEMENT VALUE
FF 209 TAL 806TL02 BOGTLO2 209 TELEPHONE LISTEN,FOR PARTY TO ANSWER RING

FF

AF

FF

FF

FF

FF

STARTSeWHEN DTAL HAS RETURNED TO STOP AFTER
OIALING LAST CHARACTER

INCLUDES=ELAPSEC TIME FOR PARTY TO ANShER
RINGING TELEPHONE

ENDS=WHEN SOUNC CF VCICE [S HEARC FRCM PARTY
ANSWERING TELEPHONE

209 MAL MOGARXX MOGARXX VARIABLE ARTICLE,REFMCVE,FROM A CESK CRAWER
STARTS=MITF OPENING CESK CRAWER
INCLUDES=REMOVING A STAPLER,STAPLE REMOVER,
RULER,SCOTCF TAPE,PENCIL,PEN,ERASER,RUBBER
BANO,PAPER CLIP,ETC.,FROM A SICE CR THE CENTER

DRAWER
ENOS=wITH OESK ORAWER CLCSED
132 CASE 01 SICE CESK ORAWER
207 02 CENTER DESK DRAWER
209 MAA AAll MOGReAOL 74 BOOKCASE,ACCESS,CPEN OR CLCSE GLASS COCR

STARTYS=REACH TC GLASS COOR

INCLUOCES=GETTING KNOB ANG MOVING DOOR
UP/DOKN,SLICING DCOR [NTO/OUT GF CABINET

ENDS~KNGE® RELEASED

CONDITICNS=APPLIES TO PULL=OUT/LET=0ChA CR
RAISE=UP/PUSH BACK. OPERATOR AT BOOKCASE

209 MAL MOGCCOl MOGCCO1 66 CABINET,CLOSE,2 ODOR STORAGE,WITH BOTH FANCS
EMPTY,OR WITH CNE FANC HOLCING OBJECT WEIGHING
LESS THAN 2.5 LBS. -
STARTSewITH HANOS IN FRONT OF BQCY ANC BCD
‘ FACING CABINET
INCLUDES=CLOSING AND LATCHING COCRS
ENCS=WITH COORS CLOSEC ANO HANCLE RELEASED
CONDITIONS=APPLIES TQ 2 COOR QFFICE SUPPLY
CABINET WITH LATCHING CONTRCLLEC BY TURNING
ONE FANCLE

209 MAL MCGCOOLl MOGCOO01 49 CABINET(QOPEN,2° OOOR STORAGE,WITH 80TH RANCS
’ EMPTY,OR wITH ONE HANO HOLCING- OBJECT WEIGRING
LESS THAN 2.5 LBS. )
STARTS=wITH REACK BY HANCS FRGM PCSITICGN IN
FRONY OF CABINET
INCLUDES=UNLATCHING ANC CPENING CGORS
DELETE BAD ENTRY
ENDS=WITH COORS OPENED AND RELEASED
CONOITICNS=APPLIES TC 2 COOR OFFICE SUPPLY
CABINET WITH UNLATCHING CONTROLLEC BY TURNING
ONE HANCLE

209 MAL MOGDCXX MOGCCXX VARIABLE ORAWER, CLCSE.DESK, ALL SICES & CENTER
STARTS=wITH HAND CN FANCLE QR CRAWER
INCLUDES=CLOSING OF DRAWER. CASE 01 INCLUDES
NECESSARY MCVEMENT CF CHAIR
ENOS=wITH CRAWER CLOSED & HANDLE RELEASEC
CONDITICANS=D0ES NCT INCLUDE REACK TO CRAWER

HANCLE
67 CASE Ol CENTER OESK CRAWER
25 C2 EACH SIDE DESK ORAWER

209 mMaL MOGOOXX MOGDOXX VARIABLE DRAWER, CPEN,DESK, ALL SIDES ANC CENTER
. STARTS=REACH TC DRAWER FRCM SITTING PCSITIOA
WITH MANDS IN WCRK PLACE ON DESK TCP
. INCLUDES=GETTING HANOLE OF SIDE CRAWER OR
BCTTCM EDGE OF CENTER CRAWER ANC SLIDING
DRAWER CPEN. CASE 01 INCLUOES NECESSARY
MOVEMENT OF CHAIR
ENOS=wWITH CRAWER OPEN ANC RELEASED
CONDITICNS«0DCES NOT INCLUDE MQTICNS TO
REMCVE OR PLACE OBJECTS [N CRAWER
80 CASE 01 CENTER DESK ORAMWER
51 02 EACK SICE DESK ORAWER
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DEFENSE WORK MEASUREMENT STANOARD TIME CATA ELEMENTS

DATA (OCCUP= QUALITY SOURCE OwMSTOP TMU OPERATICN/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT VALUE
FF 209 MAL MCADCXX MOGNCXX VARIABLE NUMBER/DIGIT,COPY,MANUALLY

STARTS=WITH LOOK TO NUMERAL AT SOURCE OOCUMENT
AND WRITING INSTRUMENT HELD IN HANC WITHIN
FRACTIONAL NMOVE OF WRITING SURFACE.

INCLUDES=READ AND TRANSCRIBE NUMERALS (UP THRU
100.

ENOS=#ITh WRITING INSTRUMENT IN HANC ANOD IN
CONTACT WITE WRITING SURFACE AT THE COMPLETICN
OF LAST DIGIT. ) )

CONOITIONS=DESCRIPTTIONS AND TMU VALUES ARE
VARIABLE TO CASE.

54 CASE 01 FIRST CIGIT OF A NUMBER
23 02 EACH ADODITICNAL OIGIT OF A NUMBER
UP THROUGH 5 DIGITS
211 03 FIRST 6 DIGITS OF A NUMBER
25 04 EACH ACOITIONAL OIGIT OF A NUMBER
. : CONTAINING 7 THROUGH 10 DIGITS
FF 209 MAL MOGTCXX MOGTCXX VARIABLE TELEPHONE ,CALL
STARTS=WITH MANOS REACHING FOR TELEPHONE FRCM
WORKPLACE

INCLUDES=GEY PHONE,LISTEN FOR CIAL TCNE,CIAL
DIGITIS),WAIT WHILE RINGING ANO ICENTIFICATICN
OCCUR,HANG UP AND RETURN HAND

ENDS=WITH HANC AT REST IN WORKPLACE

CONDITIONS=00ES NOT INCLUOE CONVERSATION TIME
WITH PERSON ANSWERING CALL.APPLIES TU STANDARD
DIAL TELEPHCNE ON DESK TOP. DCES INCLUDE CONe
STANT TIME FOR TELEFHONE CALL (SOURCE COCE
MOG=TC=01) FOR ALL CASES

. 469 CASE 01 CALL ONE CIGIT NUMBER

503 . 92 CALL TWO CIGIT NUMBER

537 03 CALL THREE DIGIT NUMBER

571 C4 CALL FOUR DIGIT NUMBER

605 05 CALL FIVE DIGIT NUMBER

678 06 CALL SIX DIGIT NUMBER

712 07 CALL SEVEN CIGIT NUMBER _

741 08 CALL SEVEN OIGIT TIE LINE NUMBER

: WITH ONE OIGIT TANDEM CODE
785 09 CALL EIGHT CIGIT TIE LINE NUMBER
: WITK ONE OR TWO DIGIT TANCEM CODE

819 10 CALL NINE DIGIT TIE LINE AUMBER
WITH ThQ GR THREE OIGIT TANCEM

: CcOCE

853 11 CALL TEN CIGIT TIE LINE NUMBER
WITH THREE OIGIT TANDEM CODE

746 12 CALL CCMMERCIAL NUMBER

400 13 CALL OPERATOR

FF 209 MAL  TCAMHXX TOGMMXX  TABLE  MANUAL MULTIPLICATION,FIRST AND AOCITICNAL
OIGITS

STARTS=wlTH LCCK TQ COCUMENT ANO WRITING
INSTRUMENT IN HANC CLOSE TO WRITING SURFACE

INCLUDES={COK AT SOURCE COCUMENT REAC
NUMERALS, TRANSCRIBE MULTIPLICANC ANC
MULTIPLIER, UNDERLINE PROBLEM,MENTALLY
MULTIPLY ANO RECORD ANSWER

- ENDS=WITH WRITING INSTRUMENT IN HANDO AND IN
CONTACT WITH WRITING SURFACE
NUMBER OF DIGITS IN MULTIPL ICANC

1 2 3 4 s
NUMBER OF }
DIGITS IN
MULTIPLIER A e C c E
1 A 178 244 342 3585 415
2 B 526 6440 760 948
3 C 845 1C95 1265
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DATA

SOURCE ATION

FF

£F

FF

FF

FF

FF

£F

£F

DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

OCCUP= QUALITY SOURCE

209

209

209

209

209

209

209

MAL

MAL

maL

MAL

MAL

MAL

MAL

MAL

CCDE

MPFBCOL

MPFBCO2

MPFBCO3

MPFBCO4

MPFBCOS

MPFBCOG

MPFBBXX

MPFBOO1

ONMSTOP
ELEMENT

MPFBCO1

MPFBCO2

MPFBCCI

MPFBCC4

MPFBCOS

MPFBCO¢

MPFBIXX

MPFBCC1

TMY
VALUE

30

143

217

VARIABLE

37

&0

26

OPERATICON/ELEMENT OESCRIPTION

BINDER,CLGSE,2=3 RING LOGSE LEAF TYPE
STARTS=WITH HANDS AT ECGES OF BINOER,REACH
TOWARC RINGI(S)
INCLUDES=GETTING RING{S) WITH THUMB(S) ANO
FOREFINGER(S) AND CLOSING THE RINGI(S)
ENDS=WITH RING(S) CLCSED AND RELEASEC

BINDER,CLOSE,TECHNICAL OROER TYPE WITH RING
ANO CENTER POST LOCKING MECHANISM
STARTSeWITH REACH TO TRANSFER EAR fY BCTH
HANOS
INCLUDES=ASSEMBLING THE TRANSFER BAR AND
SINDER COVER TO THE BINOER
ENDS=WITH COVER IN PLACE AND RING RELEASED

BINDER,CLCSE &4 PCST TYPE,WITH SCREW ANLC LEVER
LATCH MECHANISM
STARTSeWITH REACH TO TRANSFER BAR EY @80Tk
HANDS
INCLUDES=INSTALLING TRANSFER BAR ANC COVER CN
BINDERoACTUATING THE LATCHING MECHANISM
ENDSeWITH SCREWS TIGHTENED AND RELEASEC

BINDER, CLOSE,2 POST LEDCER TYPE WITH KEY
LOCK ING MECHANISHM
STARTS=WITH KEY I[N HANC AND WITH MOVE OF KEY
TOWARD HOLE IN BINODER
INCLUDES=PLACING COVER ON BINOER,TIGHTENING
THE LOCKING MECHANTISM ANO REMOVING KEY FROM
BINDER
ENOS=WITH KEY ODISENGAGED FROM EINOER AND HELD
IN HAND

8INDER,CLCSE,2 POST LECGER TYPE WITH THUNB
ACTUATED LATCH EAR MECFANISM
STARTSeWITH REACH TO LATCH ANC TCP ELGE CF
BINCER L
INCLUDES=PLACING THE CCVER ON THE BINCER PQSTS
AND ACTUATING THE LATCHING MECHANISM
ENDS=WITH COVER IN PLACE, LATCh BAR RELEASEC

BINDER,CLCSE,2 PCST LECGER TYPE,W{TH BLTTON
TYPE LATCH MECHAMNISN
STARTS=wWI[TH REACF TQ TCP ANO BOTTYOM EQCE OF
BINDER COVER
INCLUDES=PLACING THE COVER ON THE BINCER POSTS
AND ACTUATING THME LATCH MECHANISM
ENOS=WITH SLIDE BUTTCN CLOSED ANC RELEASEC

BAND,INSTALL ,RUBBER, ON BUNCLE OR ROLL
STARTSeW{TH BUNDLE/RCLL IN ONE HANC,RUBBER
BANC IN THUMB € [NDEX FINGER CF OTHER RAAND
INCLUDES=MOVING RUBBER BAND TO AND PLACING IT
ARCUNC BUNCLE CR ROLL
ENOS=WI{TH BUNCLE CR ROLL IN HANO
CASE Ol SINGLE WRAP UP TQ 3X8X2 INCHES =
1 TC 3 INCHES FROM ENC OF BUNCLE
02 SINGLE WRAP,8X10 TO 11X14 INCH UP
TO 2 INCH THICKNESS «=CENTER OF
BUNCLE

2INDER,CPEN,2=3 RING LCOSE LEAF TYPE
STARTS=w{TH HANDOS AT EOGES OF BINDER.REACH
TOMARO RING OPENING TABS
INCLUDES=GETTING TABS ANC OPENING RINGS
ENDS=WITH RINGS OPENED AND TABS RELEASEC
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DEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY. SQURCE

SCURCE ATICON

FF

FF

FF

FF

‘FE

FF

FF

FF

209

209

20§

209

209

209

209

209

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

CQOE

MPFBOO2

MPFBCOO3

MPFBO04

MPFBOOS

MPFBDO6

MPFBRXX

MPFCAQL

MPFCAO2

OwWMSTDP
ELEMENTY

MPFBC02

NPFB003

MPFBCO4

MPFRO0S

MPFBOOG

MPFBR XX

MPFCAQL

MPFCAC2

TMY
VALUE

128

126

137

76

89

VARIABLE

33
41

36

29

OPERATION/ELEMENT DESCRIPTICN

BINDER+OPEN,TECHNICAL CRCER TYPE
RING AND CENTER POST LCCKING MECHANISM
STARTS«WITH REACH TO RING FROM END OF BINCER
LYING CN WCRK SURFACE
INCLUDES=REMOVING THE BINODER COVER ANC
TRANSFER BAR, LAYING THEM ASICE
ENDS=WITH TRANSFER BAR ASIDE AND RELEASEC

BINDER,OPENy4 POST TYPE,WITH SCREW AND LEVER
LATCH MECHANISM
STARTSeWITE REACH TC SCREW HEACS FROM CUTER
EDGES CF OPEN BINOER
INCLUDES=UNFASTENING LATCHING,MECHANISM,
REMCVING ANC LAYING ASIDE BQTF THE FRCNT COVER
AND TRANSFER BAR
ENCS=wITH LAYING TRANSFER BAR ASICE ANC
RELEASED

BINDER,OPEN,2 POST LEDCGER TYPE WITH XEY
LOCKING MECHANISYM
STARTS=WITH KEY IN HANC MQVE TQ INSERT KEY
INCLUODES=INSERTING KEY, LOCSENING LOCKING :
MECHANISM, TAKING CCVER OFF ANC LAYING CCVER
ASIDE
ENOS=WITH LAYING COVER ASIDE AND RELEASEC

BINDER,OPEN,2 PCST LEDGER TYPE WITH THUMS
ACTUATED LATCH BAR AND MECHANISM
STARTS=wITH REACF TQ LATCH ANC TOP ECGE CF
BINOER
INCLUDES=ACTUATE LATCH BAR,REMOVING ANO LAYING
CCVER ASICE
ENOS=WITH LAYING COVER ASIDE,LATCH ANC COVER
RELEASEC _ v

BINDER,OPEN,2 POST LEOGER TYPE WIT+ BUTTON
TYPE LATCH MECHANISM
STARTS«=w[TH REACH TO TOP EDGE OF BINCER AND
TO BUTTON
INCLUDES=ACTUATING BUTTON,REMOVING ANC LAYING
COVER ASIDE
ENOS=WITH LAYING COVER ASIDE AND RELEASEC

BAND,REMCVE,RUBBER,FROM BUNDLE OR ROLL

STARTS=w[TH BUNOLE/RCLL IN HANC ANC REACH TC
RUBBER BAND

INCLUDES=GRASP? RUBBER BAND AND REMOVAL FRCM
BUNOLE

ENCS=WITH RUBBER BANC ANC BUNOLE IN FANDS
CASE 01 BUNDLE OR RCLL UP TC 3X8X2 INCHES

G2 BUNCLE,8X10 TO 1iX1l4 INCK UP TO 2
INCF THICKNESS

CLIPJATTACKF,SPRING TYPE BINDER,TC PAPERS 1/4
TO 1 INCF CAPACITY
STARTS=wITH CLIP BNC PAPERS IN HANC ANC APPLY
PRESSURE TC CLIP HANOLE
INCLUDES=CPEN CLIP AND ATTACH TOD PAPERS
ENCS=WITH RELEASE OF CLIP AND PAPERS IN FANC
CONDITIONS=ATTACH TO PAPERS,1/4 TC 9/32 INCH
CAPACITY OR 5/16 TO 1 INCH CAPACITY

CLIPyATTACK,GEM CR ICEAL PATTERN PAPER CLIP TC
PAPERS=UP TC 1=3/4 INCF WICE AND 2<1/2 INCKF
LONG
STARTS«w Tk PAPERS ANC TOP ENC OF CLIP IN HAND
AND MCVE CLIP TC PAPERS
INCLUDES=ATTACH CLIP TC PAPERS
ENOS=W[TH CLIPPEC PAPERS [N HAND
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PRS—

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA 0OCCUP= QUALITY SOURCE DWMSTOP MU OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT VALUE
FF 209 MAL MPFCROL MPFCROL 28 CLIP,REMOVE,SPRING TYPE BINDER FROM PAPERS 1/4

TO L INCH CAPACITY
STARTS=WITH PAPERS ANC CLIP IN HANC ANC APPLY
PRESSURE TO HANDLES
INCLUDES=GPEN CLIP ANC REMOVE FRCM PAPERS
ENDS=WITH PAPERS ANC CLIP IN EACK FANC

FF 209 MAL MPFCRO2 MPFCRO2 16 CLIP,REMOVE,GEM CR IDEAL PATTERN PAPER CLIP

FROM PAPERS UP TO 1=3/4 INCH WIDE ANC 2=1/2
. INCH LONG

STARTS=WITH PAPERS AND CLIP IN HANC BANC APPLY
PRESSURE TO CLIP

INCLUDES=REMOVE CLIP

ENCS=WITH PAPERS AND CLIP IN EACH HAND

FF 209 MAL MPFFAXX MPFFAXX VARIABLE FASTENER,ATTACH,ACCO TYPE
STARTSewiTH MATERTAL LYING ON WORK SURFACE IN
FRONT CF WCRKER AND REACH TQ PRONGEC BAR
INCLUDES=GETTING PRONGED BAR,BENCING PRONGS
: ANDC CLOSING FASTENER
- ENDS=WITH RELEASE OF SLICE OR PRONGS
' CONDITICNS=SEE CASES

T4 CASE 01 ATTACH 2=3/4 INCH ACCO TYPE FASTEN=
ERyITHOUT LOCKSTRAP ANC PRONGS EENT
CUTWARD

226 02 ATTACH 2=3/4 COR 8=1/2 INCF ACCOD

YYPE FASTENER,WITH LOCKSTRAP AND
OVERLAPPING PRONGS
219 03 ATTACK 8=1/2 INCH ACCO TYFE
‘ FASTENER,WITH LOCKSTRAP ANDO WITHOUT
OVERLAPPING PRONGS

FF 20% MAL MPFFCO1l MPFFCCL 30 FASTENER,CLCSE,2=3/4 INCH ACCO TYPE,wITHOUT
LOCKSTRAP AND PRONGS BENT QUTWAROD
STARTS=WwITH A REACH TO PRCNGS
INCLUDES=BENDING AND FLATTENING PRCNCS OUTWARD
ENOS=WITH RELEASE OF FLATTENED PRONGS
CONOITIONS=MATERIAL LYING ON WORK SURFACE [A
FRONT CF WCORKER

FF 209 MAL MPFFC02 MPFFCO2 182 FASTENER,CLOSE,2=3/64 OR 8=1/2 INCH ACCC TYPE
WITH LOCKSTRAP AND WITKH OR WITHOUT QOVERLAPPING
PRONGS
STARTS=wITF A REACH TO LOCKSTRAP
INCLUDES=INSTALLING LCCKSTRAP AND PLACING
SLIDES OVER PRONGS
ENDS=WITH A RELEASE CF SLIDES
CONDITIONS=MATERIAL LYING ON WORK SURFACE IN
FRCNT CF WCRKER

FF 209 MAL MPFFO03 MPFFOXX VARIABLE EASTENER,OPEN,2%3/4 OR 8=1/2 INCh ACCO TYPE

STARTSen[TH A REACH TO THE SLIDE

INCLUDES=MGVING SLIDES CLEAR OF BOTK PRONGS,
STRAIGHTENING PRONGS,REMOVING AND LAYING
ASICE LCCKSTRAP

ENOS=WITH RELEASE OF LOCKSTRAP

CONDITIONS=MATERIAL LYING ON WORK SURFACE IN
FRONT GOF WCRKER

150 CASE Ol 2=3/4 OR 8=1/2 INCH FASTENER wITH
LOCKSTRAP ANO OVERLAPPING PRONGS
91 02 8=1/2 INCF FASTENER WITH LOCKSTR2P

BUT WITHOUT OVERLAPPING PRONGS

FF 209 MAL MPFFOOL MPFFO03 34 FASTENER 4OPEN,2=3/4 INCH ACCO TYPE WITFOUT
LOCKSTRAP AND PRCNGS BENT QUTWARC
STARTS=wITH A REACH TO PRONGS
INCLUDES=MCVING PRONGS UP AND STRAIGHTENING
ENCS=WITH RELEASE OF PRONGS
CONDITIONS=MATERIAL LYING ON WORK SURFACE I[N
FRONT CF WCRKER
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CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA (0OCCUP= QUALITY SOURCE

SOURCE ATION

FF

FE

FE

FF

FF

oL

209

209

209

209

209

209

MAL

MAL

MAL

MAL

MAL

MAL

CODE

MPFFACL

MPFHPOL

MPFHPO2

MPHS T XX

MPHPRXX

BMSD

OWMSTOP ™Y

ELEMENT VALUE

MPEFPO1 44
. MPEHPOL 14

MPENPO2 48

MPFSIXX VARIABLE

‘ 57
66
82
101

MPFSRXX VARIABLE

28

50

55

VPFCSXX TABLE

OPERATICN/ELEMENT OESCRIPTION

FASTENER, PREPARE,2=3/4 OR 8=L1/2 INCH ACCC TYPE
FOR ATTACHMENT
STARTS=wIT+ REACH TO ACCO FASTENER PRCNGED EBAR
INCLUDES=GETTING PRONGED B8AR AND BENOING BOTH
PRONGS
ENCS=M{TH RELEASE OF PRONGS,ACCO I[N FANO
CONDITIONS=THIS IS A CONSTANT FOR USE WiTH
EACH ACCO ATTACH~CASE 01 TO 03

HANOLES+PLACE,BINCER CLIP,IN DOWN POSITION
STARTS=MITH REACH TO CLIP HANOLES 8Y FINGERS
INCLUDES =MOVE CLIP PANOLES DOWN AGAINST
MATERIAL

ENOS=wITH MATERIAL IN HANO

CONDITIONS=CLIPPED MATERIAL IN HANC, INDEX AND
MI0 FINGER OF QTHER MAND BETWEEN RANOLES.IN
CONTACY WITH CLIP TOP

HANDLES o PLACE,BINDER CLIP,IN UP POSITION
STARTS=ITH A REACH TO CLIP HANDLES
INCLUDES=GRASP AND UPWARD MOVEMENT OF CLIP

HANOLES
ENOS=WITH MATERIAL IN MANC
CONDITIONS=ONE HAND HOLDING CLIP ANOD/GR
MATERIAL

SHEET(S) + INSERT,1=25 SHEETS IN BINCER/FASTENER
STARTS=WITH BCTH HANCS HOLDING SHEETI(S)
INCLUDES=GETTING,MOVING & POSITIONINC SHEET(S)
ENOS=WITH BOTH HANDS ON SHEETI(S)

CASE 01=UP YO S 1/2 X 8 1/2 INCHK IN 2 OR 3
RING LCOSELEAF BINDER
02 SHEETS S5 1/2 X 8 1/2 THRU 8 1/2 x
12 INCH IN 2 GR 3 RING LOCSELEAF
BINCER
03 CN PRONGS OF 3 INCH ACCO FASTENER
04 ON PRONGS OF 8 INCH ACCO FASTENER

SHEET(S) 4REMCVE,FROM BINDER
STARTS=mITH REACH TO CENTER OF SHEETIS) IN
BINDER GN CESK
INCLUDES=REMOVING SHEETS
ENOS=WITH REMOVEDC SHEEYS IN HAND
CONDITIONS=SEE CASES
CASE Gl REMQVE =10 SHEETS FRCM 3-8 INCH
ACCGC PAPER FASTENER 16 IANCH CAPACITY
C2 REMOVE 1125C SHEETS FROM 2«8 [NCFH
ACCU PAPER FASTENER le6 INCF CAPACITY
03 REMOVE LEDGER SHEETS 1«50 FROM PCST
BINCERS UP TO 3/8 CIAMETER le=¢ [ACH
CAPACITY

COCUMENTS.STAPLE
STARTS=wITH OCCUMENTS IN LEFT FANC
INCLUCES=MCVE COCUMENTS TO STAPLER,PCSITION,
STAPLE COCUMENTS ANC LAY ASIDE ON DESK
ENCS=WITH THE RELEASE CF THE CCCUMENTS
CONDITIONS=HANC STAPLER ON TOP OF CESK
CISTANCE TQO STAPLER
NORMAL FRESSURE EXTRA PRESSURE
ALIGNMENT 6IN 121N 20IN 6IN 12IN 201N
A 8 C c € F
NORNAL= N 39 48 60 4€ S4 6¢
CAREFUL=C 44 54 66 50 60 72
EXACT= € 50 59 71 56 &< 77

25




DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE DWMSTOP ™y OPERATICN/ELEMENT OESCRIPTION .
SCURCE ATIGN

FF

FF

FF

FF

£F

33

209

209

209

209

209

209

CODE ELEMENT VALUE

mMag BPHBAQGLl BPHCAOL 78 CARDS/PAPERS,ALIGN+50 CARDS OR PAPERS 8X12 IN.
SIZE-APPROXIMATE ALIGNMENT LYING ON FLAT
SURFACE
STARTS«WETH TWO HANO REACH TQ SIDES CF BATCFH
LYING ON FLAT SURFACE
INCLUDES=REACHING TO AND PATTING ECGES OF
BATCH
ENDOS=WITH FINGERS OF BCTH HANDS IN CGNTACY
WITH EDGES OF BATCH LYING ON FLAT SURFACE
CONDITICNS=LIMITED TQ ALIGNMENY WITHIN APPROX.
ONE CUARTER OF AN INCKF WHILE LYING ON FLAT
SURFACE

MAL 8PHBPOL BPHCHOL 37 CARDS, HANCLE,PICKUP FRCM FLAT SURFACE,LOOSELY
STACKED,UP TC 25 CARCS IN BATCH
STARTSeWITH REACH TO BATCH OF CARDS CN FLAT
SURFACE
INCLUDES=REACHING TO AND GETTING COMPLETE
CONTROL OF BATCH PRIOR TO MOVING ELSEWHERE
ENOS=WITH HANC IN COMPLETE CONTROL OF BATCH IN
CONTACT WITH FLAT SURFACE
CONDITIONS=EXCLUOES MOVEMENT OF BATCH AFTER
- PICKUP

MAL 8PHBPO2 BPHCHO2 52 CARDS,HANGLE PICKUP FRGM FLAT SURFACE WwITH TWQ
HANOS, LOOSELY STACKED.25«50 CARDS [N BATCH
STARTSewITH REACH TO BATCH OF CARDS CN FLAT
SURFACE
INCLUDES=REACHING TO ANO GETTING CCMFLETE CON=
TROL CF BATCH PRIOR TO MOVING ELSEWHERE
ENOS=WITH HAND IN COMPLETE CONTROL OF BATCH IN
CONTACT WITH FLAT SURFACE
CONDITICNS=EXCLUDES MOVEMENT OF BATCH AFTER
PICKUP
MAL ' BPFBJOL BPHCJOL 15 CARDS/PAPERS s JOSTLE,ONE TINE,ANY SIZE
STARTS=kITH TwWQ HAND RELEASE OF BATCFk PELD IN
A VERTICAL PLANE
INCLUDES=RELEASING, REACHING, GRASPING, ANOD
MOVING BATCH
ENOS=WITH JOSTLEC BATCR FELD IN A VERTICAL
PLANE

MAL BPHOTXX BPHOTXX VARIABLE DOCUMENT(S),TURN,WITH BOTH HANDS
STARTSwWITF ONE HAND RELEASE OF COCUMENTS HELD
IN BGTH HANCS
INCLUDES=RELEASING, REACHINGy GRASPING4AND TURN=
ING DCCUMENTS
ENCS=WITH GRASP OF TURNED DOCUMENTS HELC IN
BOTH HANDS
CONDITIONS=SEE CASES
25 CASE 01 TURN 3XS5 INCH SIZE PAPER S0 CEGREES
IN VERTICAL PLANE
26 02 TURN 8X12 INCH SIZE PAPER S0
OEGREES IN VERTICAL PLANE
29 03 TURN PAPER,THRU 8X12 INCH SIZE,1E0
DEGREES, VERTICAL AXIS
30 O4 TURN PAPER,THRU 8X12 INCH SIZE,180
DEGREES,HCRIZONTAL AXIS

MAL BPHBPO3 BPHSHOL 31 SHEETS HANDLE ,BATCH PICK UP,ANY SI2E,FRCM FLAT
SURFACE WITH ONE HANO=UP TO 25 PAPERS LOOSELY
STACKED

STARTS=WiTE REACH TG BATCH OF PAPERS ON FLAY
SURFACE

INCLUDES=REACHING TC AND GETTING COMPLETE CON=

. TROL OF BATCH PRICR TO MOVING ELSERHERE

ENDS=W[TH HANCS [N CCMPLETE CONTROL CF BATCH
PARTLY IN CONTACT WITH FLAT SURFACE

CONDITIONS=EXCLUOES FOVEMENT OF BATCH AFTER
PICKUP
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

- . DATA OCCUPw QUALITY SOURCE DWMSTOP TMU QPERATIGN/ELEMENT DESCRIPTION
SOURCE ATION COOE ELEMENT VALUE

FF 209 MAL BPHRPO4 BPHSHO2 4l SHEETS yHANOLE+BATCH PICK UP,ANY SIZE,FROM FLAT
SURFACE WITH TwWQ HANDS=2S=5Q0 PAPERS,LOCSELY
STACKED

STARTS=®WITH REACKF TO BATCH OF PAPERS ON FLAT
SURFACE

INCLUDES=REACHING TO AND GETTING COMPLETE CCN=
TROL GOF BATCH PRIGCR TO MOVING ELSEWMERE

ENOS=WITh HANDS IN CCMPLETE CONTROL OF BATCH
PARTLY IN CCNTACT WITH FLAT SURFACE

CONDITIONS=EXCLUDES NOVEMENT OF EATCH AFTER
PICKUP

FF 209 NAL MPhDFOI MPHOFO1 150 DOCUNMENT ,FOLC,THRU 8 172 X 15 INCH SIZE,TWO
FOLODS
STARTS=wITF GET BCTTCM ECGE OF SHEET LYING CN
DESK .
INCLUDES=MCTICNS YO FCLD SHEET TWICE
ENDS=WITH BOTH HANDS CN FOLDED SHEET, CON DESK
CONOITIONS=CLOSE SYMMETRICAL ALIGNMENT

FF 209 MAL MPHEIXX MPHDIXX VARIABLE COCUMENTI(S},INSERT,IN ENVELOPES
STARTS=wiTH REACH TO FLAP DF ENVELCPE CN
DESK ANC OTHER HAND HGLDING DOCUMENTI(S)
INCLUDES=OPENING ENVELCPE AND INSERTING
DOCUMENTI(S)
ENDS=WITH HANDS IN CONTACT WITH ENVELOPE,
DOCUMENT(S) INSERTEC AND ENVELOPES SECURED
CONOITICNS=CASES 03 ANC 04 INCLUCE TIME TO
WIND STRING 7O CLCSE FLAP
83 CASE 01 STANDARD 9 1/2X12 INCF CR LESS,
‘ SIDE OPENING TYPE,LOOSE FIT ENVELOPE,
ON CESK
114 02 STANDARD 10X14 THRU 12X1& INCF,
SICE OPENING TYPE,LODSE FIT ENVELOPE,
ON CESK
. 198 03 INTER=QFFICE G 1/72 x 12 THRY
. . 12X16 INCF,ENC OPENING TYPE,LCOSE FIT
: © ENVELCPE,SMALL DOCUMENTS
. 228 04 INTER=QFFICE 9 1/2 X 12
THRU 12 X 1& INCH, END OPENING TYPE,
LOCSE TIT ENVELOPE,LETTER SIZE
(8 172 X 10 1/2 INCH) CCCUMENTS

NS 209 MAL TY6 MPHOOO1L 62 DOCUMENT {COPY,DRAFT),0BRTAIN,FROM DESK CRAWER
STARTS=wITH REACH TO DCCUMENY IN DRAWER
INCLUDES=CCONTACTINGoSLIDING ANC GRASPING
DESIRED DDCUMENT ANC MOVING TC TOP CF DESK
ENCS=WITH RELEASE OF OCCUMENT ON TCP OF CESK
CONDITIONS=SITTING AT DESK

NS 209 MAL Tv13 MPHOC02 32 OOCUNMENT{COPY,URAFT),0BYTAIN,AND MOVE TC WORK=
PLACE/TYPEARITER

STARTSewiITH REACK TO CCCUMENT

INCLUDES=GET CCCUMENT TO BE TYPEC,REAC,CR
TRANSCRIBEC ANC MOVE TC WORKPLACE CR TYPEw
WRITER

ENOS=WITH RELEASE OF DCCUMENT IN WCRKING
POSITICA

CONDITICNS=0OCUMENT AVAILABLE ON CESK/TABLE

‘ | 21




CEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SDURCE DWMSTOP ™Y OPERATION/ELEMENT DESCRIPTION -
SOURCE ATIGON CODE ELEMENT VALUE
FF 209 MAL MPHERXX MPHCRXX VARIABLE COCUMENT(S) ,REMOVE ,FRO¥ ENVELOPE

STARTS=wiTH REACH TO ENVELOPE HELD
IN QTHER HAND

INCLUDES=GETTING & REMOVING DOCUMENT

ENDS=wITH REMCVED DOCUFMENT HELC IN
ONE HANC € ENVELOPE HELD IN OTHER

HAND

ST CASE 01 ENVELOPE,CPEN ON SIDE,UP TC 4
172 X 10 1/2 INCH MALL ENVELOPE

46 02 ENVELGPE,CPEN ON ENC,UP TQ 4
172 X 10 1/2 INCH MAIL ENVELOPE

71 03 ENVELOPE,CPEN ON SICE,9 1/2 X12
THRU 12X16 INCH MAIL ENVELOPE

125 04 ENVELOPE,ENC FLAP,9 1/2X12 TO
12X16 INCH, INTER=QFFICE,
{INCLUDES TIME TO UNWINC STRING TO
OPEN FLAP)

NS 209 MAL ClC2a MPHOSXX VARTABLE DOCUMENT, SORT,SHEETS/ PAGES 4 8Y HAND

STARTS~=wITH REACH TO SKEETS OGR BATCH
INCLUDES=GET BATCH WITH LEFT HAND.FEEDING TCP
SHEET TC RIGHT HWANC FCR MOVEMENT ASICE

ENOS=WITH SHEETS RELEASED

CONDITICAS=CASES COVER FAST OR SLOw CECISION
SORTING
SORT BASEC CN CQUICK DECISION INVOLVING ONE
PERCEPTION AS IN MNUMERIC SORTING

33 CASE Ol NUMBER OF PILES 2
40 02 NUNBER OF PILES 3=4
45 03 NUMBER OF PILES 5=6
. 52 04 NUMBER OF PILES 7=10 '
49 CS NUMBER OF PILES 2=4 i
WOROS ’
49 CASE 05 NUMBER OF PILES 2=4
63 06 NUMBER OF PILES 5=T7
FF 20§ MAL MPFOUOL1 MPHCUOL 48 DOCUMENT JUNFCLO,THRU 8 1/2 X 15 INCH SIZE, TWO
. FOLDS .
STARTS«REMCVEC COCUMENT HELD [N HAND .
INCLUDES=UNFOLCING DCCUMENT
ENCS=WITH 2O0TH HANDS HCOLDING UNFOLOEC
OOCUMENT
FF 209 MAL MPHEOXX MPHEQOL 16 ENVELOPE, CPEN,MBILING TYPE

STARTS=wITF PCINT OF OPENER WITHIN ONE INCH OF s
INSERTICN,OPENER HELD IN HANO & OTHER HAND OA
ENVELCPE CON DESK

INCLUDES={NSERTING OPENER,& PRGCESS TIME
INCLUDING APPLY PRESSURE,CUTTING,E RECOIL OF
OPENER AT END OF CUT

ENCS=wWITH ONE FANC ON CPENED ENVELCPE & CTHER
HANC HCLCING QOPENER

CONDITIONS=USING 9 INCH KNIFE TYPE HANC CPENER

FF 209 MAL MPHESXX MPHESXX VARIABLE ENVELOPE, SEAL,GUMMED FLAP
i STARTS=REACH TC ENVELOPE/MOISTENER
{NCLUDES=GETTING,MOISTENING ANC SEAL ING
ENVELOPE
ENCS=WITH BOTH HANDS ON SEALED FLAP CF
ENVELCPE
CONDETICAS=FLAP 9 TO 16 INCHES LONG
182 CASE Ol MOVING FLAP ACROSS MOISTENER
112 02 USE TCNGUE/SPONGE=END MOISTENER
CN FLAP

CcL 209 MAL BMLW MPHIDOL 105 ITEM,DELETE,ON WORK SHEET/COCUMENT
STARTSeLCCK TC THE WCRK SHEET/COCUMEMNT
INCLUDES=LINE OQUT AN ITEM ON A WORK SHEET/CCC=
UMENT USING A PENCIL
ENCS=1TVEM LINEC OUT
CONDITICNS=PENCIL I[N HAND
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE
SOURCE ATION

FF

FF

FF

FF

FF

FF

209

209

209

209

209

209

MAL

MAL

MAL

MAL

MAL

CODE

MPHLAQ2

MPHLAOQL

MPHPFOL

MPHSCXX

MPHSPO L

MPHS S XX

OWMSTDP MU
ELEMENT VALUE

MPHLCOL 31
MPHLOOL 38
MPHPFO1 23

MPHSCXX VARIABLE

.

64
80
122

MPHSPOL - 61

MPHSSXX VARTABLE

44
81
33
59

OPERATION/ELEMENT DESCRIPTION

LATCH,CLOSE. ON HANDLE OF
GUILLOTINE. PAPER CUTTER
STARTS=WITH REACK TO THE QPEN LATCF,CTHER HANO
IS ON HANDLE OF CLOSEOD BLADE
INCLUDES=GETTING AND PLACING LATCH ON FANOLE
ENOS=WITH CONE HANC ON CLOSED LATCH ANC OTHER
HANC CN BLAOE HANCLE
CONDITIONS~DQES NOT INCLUDE MOVE TO CLOSE THE
BLADE .

LATCHe OPENyON HANOLE OF GUILLOTINE
PAPER CUTTER .
STARTS=W[TH REACH TO CLOSED HANOLE OF CUTTER
WHICH IS SITTING CN TABLE
INCLUDES=GET HANOLE AND LATCH ANC REMOVE LATCH
ENCS=WITH ONE HAND ON REMOVED LATCH AND CTHER
HAND ON BLACE HANCLE
CONDITIONS=DOES NOY INCLUDE MOVE TQ CPEN BLAOE

PAGE/SHEETFLIP,CORNER OF CARD OR PAPER TO
TURN, REMOVE, COUNT OR SEARCH
STARTSeWITK REACH TO CCRNER,OR TRANSFER TO -
OTHER HAND,BOOK OF PAGES OR STACKS OF SHEETS
LYING ON DESK
INCLUDES=GETT ING,REGRASPING, & OR MOVINC TO
OTHER HAND
ENCS=WITH REGRASPEC CORNER IN HAND

SHEET(S),CLT,ON 15X15 INCH GUILLCTINE
TYPE PAPER CUTTER
STARTS=#ITH ONE HAND HCLCING BLACE TO LIFT,
OTHER WAND FOLDING PAPER ON CUTTING BCARC
INCLUDES~LIFT BLADE, PGSITION SHEET(S) AND
LOWERING BLADE TO CUT STOCK.
ENDS=WITH HANOLE OF ELADE IN ONE MANC, CTHER
HAND CN SHEETS AND REQUIRED CUT CCMPLETEC.
CONDITIONS=CLASSIFICATION OF TCLERANCE IS
INCICATED BY CASE DESCRIPTION.
CASE Ol APPROXIMATE CUT
02 CLOSE cuT
03 EXACT CUT

SHEET(S)s PUNCH, HOLES

STARTS=MCVE SHEET(S) TC PUNCH, WITH
BOTH HANDS

INCLUDES=MNCVING,PCSITIGNING SHEET(S) ANC
PUNCHING HOLES

ENDS=WITH ONE HAND ON PUNCHED SHEET{S),
OTHER HAND IN CONTACT WITH LEVER

CONDITICNS=PUNCH HOLES WITH COMMON OFFICE
PUNCH UP TO 1/16 INCH THICKNESS,
2=3 HOLE PUNCH

SHEET(S) 4 SEPARATE,ALCNG PERFORATION
STARTS=wITH REACH TO FCRMS
INCLUDES=GETTING & TEARING FORNS APART
ENCS=WHEN FORMS BREAK CONTACT, ONE HANC
HOLOING TORN FORM & OTHER ON ACJOINING FCRM
CONOITICONS=FORMS ON CESK IN POSITION FCR
TEARING
CASE Ol SEPARATE MULTIPLE FORM SHEETS ALCNG
9 INCH PERFGRATION
02 SEPARATE MULTIPLE FCRM SHEETS ALGNG
10=15 INCh PERFORATIOMN
03 SEPARATE SINGLE SHEET PAPER/
CARCSTOCK ALONG 9 INCH PERFORATION
04 SEPARATE SINGLE SHEET PAPER/
CARLCSTOCK ALONG 10«15 INCH
PERFORATICN
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE DWMSTCP ™Y OPERATION/ELEMENT DESCRIPTION
SOURCE ATICN CCOE ELEMENT VALUE
FF 209 MAL TPHAAXX TPHOAXX TABLE COCUMENTS JALIGN, BATCHs CARDS/SHEETS (PAPERS)
STARTS=WITH REACH TO TOP OF JOSTLED EATCH HELD
IN BCTH HANCS
INCLUDES=F INAL ALIGNMENT OF PAPERS IN BATCH
ENDS=MITH REACH 1O SIDE OF COMPLETELY ALIGNED
BATCH HELD IN 80TH FANDS
CONDITIONS=ALIGN BATCH OF CARDS OR PAPERS ThRU
8 1/2 X 15 INCH
QUANTITY & ITEM JOSTLE PICK UF/
ONLY JCSTLE
CASE A. 8
UP TO 25 CARODS A 32 161
26 TQ S0 CARDS .8 44 122
UP TG 10 BONOS/TISSUES C 41 1C4
11 TO 20 BONOS/TISSUES [ 12 13¢
21 TC 30 BONOS € S8 204
21 TO 30 TISSUE/BONC=TISSUE F 119 22¢
31 TQ 40 BGNDS G 1llé 222
31 70 4C TISSUE/BCNO=TISSUE K 1%E 264
41 TO 50 BONOS J 158 264
41 TO SO TISSUE/BONO=TISSUE K lé&e 2G4
cL 209 MAL BCPS TPHFSXX TABLE FORM(S), SEPARATE, INTERLEAVED, ANC PULL
SHEET(S)/CARBON(S)
STARTS=FGRM(S) IN HAND TO BE STRIPPEC
INCLUDES=PULLING OF DESIRED SHEET(S) OR
CARBON(S) .
! ENOS=FCRM(S) 4 STRIPPELC SHEET(S), CARBCN(S) OM
DESK TOF
CONDITICNS=ON CESK TCP WITHIN GEMNERAL WORK
‘ AREA
CASE REMCVE T™MU CASE REMCVE ™U
CODE COPY NOQ COOE CCPY NO
o1 1 108 56 586 216
12 1€e2 163 06 [ 179
02 2 83 67 667 240
23 2¢€3 144 o7 7 203
03 3 107 78 788 264
34 364 1e8 o8 8 227
[+28 4 131 89 8es 288
45 465 192 09 9 251
a5 5 155 90 9€10 212
. 10 10 275
NOTE«USE GET € PLACE ELEMENTS TC CETAIN
FORMS € TO CISPOSE CF PULLEC CARBCNS.,
SHEETS AND FORNS. [F THE BACK COPIES OF
THE FGRM{S) ARE TC BE PULLEC, THE FCRM
SHOULC B8€ REVERSEC ON THE DESK ANC THE
LAST CCPY CCNSICERED AS NO 1 COPY
FF ‘209 AL TPHSAXX TPHSSXX TABLE SHEET(S)SEPARATE, FROM PERFORATED BCRCER

OF MULTI=SHEET{S) FCRM LISTING
STARTSewITF REACH TC BCRCER, 8CTH HANCS
HOLOING CCRNER OF SHEET OF FORM LAYING
INCLUDES=GETTING AND HOLOING BCRCER ANC
TEARING SHEETI(S)

ON DESK

ENCS=WHEN SHEET(S) BREAK CONTACT WITF FORM.CNE

HANC CN BCRCER & CTFER WANC HOLCING TCRN SHEET
DISTANCE FROM CCRNER TO EORCER

IN INCHES
l=3 4=9 10=15 16«21 22=21
TEAR CASE A 8 C > 3
DISTANCE
IN INCHES
1=3 A 3 36
4=S B8 35 40
10=15 C ks SC L1
16=21 0 S0 S4 SS
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DEFENSE WORK MEASUREMENT STANDARO TIME OATA ELEMENTS

.o DATA QOCCUP= QUALITY SQURCE OWMSTOP TMUY QPERATION/ELEMENT DESCRIPTION
SCURCE ATION CODE ELEMENT VALUE
FF 20§ . MAL TPHTAXX TPHSTXX TABLE SHEET(S) +TEAR,FROM GLUED PAC
STARTS=wITH LIFT SHEET(S), BOTH HANDS HOLODING
CCRNER OF SHEET(S),PAC LYING ON DESK
INCLUDES=LIFTING & TEARING SHEET(S)
ENOS=WHEN SHEETS BREAK CONTACT FROM PAC.ONE
HAND ON PAL & OTHER HAND HOLDING TGRN SHEET(S)
INCHES INCHES LIFTED
TORN i=3 4=9 10=15 16=21 22=21
CASE A 8 [ e 3
Ll=3 A 10 14 18 22 26
- 4=9 e 14 18 22 26 30
10=15 c 18 22 26 30 34
16=21 c 22 26 30 34 38
22=27 E 26 30 34 38 42
NS 209 MAL COATE BTYPACI 33 PAPER,ASICE.FINISHED )
STARTS=PAPER IN LEFT HAND
INCLUDES=REACH TO PAPER WITH RIGHT HANC & MCVE
TO DESK TOF AND RELEASE
ENCS=PAPER ON CESK
CONDITICNS=NO CARBONS REMOVED ANC NO SCRTINC
REQUIREC MANUAL OR ELECTRIC TYPEWRITER
NS 212 MAL opPTLC MACBPXX VARIABLE BUTTON, PUSH, CCATROL YYPE SWITCK
STARTS=REACH TG BUTTON
INCLUDES=2LL MCTICNS RECUIRED YO GAIN CONTRCL
AND ACTUATE PUSH BUTTON
ENOS=WITH HANCS READY TO PERFORM NEXT WORK
ELEMEANT :
CONDITIONS=CASE VARIABLE IS OISTANCE
‘ SWITCr IS LOCATEC FROM OPERATCR
29 CASE 01 CONTROL BUTTON WITHIN 14 INCRES
OF CPERATCRS HANO
0 40 02 CONTROL BUTTON WITHIN 24 INCKES
OF CPERATCRS FAND
. 63 03 CONTRCL BUTTON NOT WITHIN REACH
’ ’ . OF CPERATCR (A SIOESTEP TC CPPOSITE
. . ENC OF MACHINE AND RETURN INCLUDED
’ ! IN STANOARD)
NS 213 MAL DPT1CS MACBPO4 69 BUTTONS ¢ PUSH,CONTRCL ,MULTIPLE SET
STARTS=REACH TC SWITCH
INCLUDES=LCOKING AT SWITCH,GETTING,MCVING
AND RELEASING SWITCH,REPEATING THESE MOTIONS
3 ADDITIONAL TIMES
ENDS=HANCS TO INCEFINITE LOCATION
CONDITIONS=OPERATOR STANDING AT SWITCH
NS 213 rMAL OPTICS MACBPOCS 64 BUTTONSy FUSH,CONTROL SET LINE PRINT CONTROL
STARTS«EXAMINE CCANTRCL
INCLUDES=GETTING,OPENING, AND TURNING
PRINT CCNTRCL
ENCS=RE=EXAMINATICN CF CCNTROL
CONDITICNS=QPERATOR STANDING AT SwWITCH
NS 213 MAL DPT1J1B MOMEDOL 25 BRUSH=HOLCER,DISENGAGE,CCNTROL TAPE (IBM
ACCTG MACKINE)
STARTS=REACH TC BRUSH HOLOER
INCLUDES=GETTING HCLCER,WITH SUBSECUENT
RELEASE OF CATCH IN ORDER TC MOVE BRUSH
HCLDER UPWARC
ENOS=HANC CUT CF THE wWaY
CONDITICNS=OPERATOR STANCING AT MACHINE
NS 213 MaL DPT1HIO MOMCAO)L 32 CLUTCH,ACJUST,PLATEMN

STARTS=wITH REACH TO XANOB
INCLUDES=GRASP,TURN & APPLY PRESSURE
ENCS=wITH RELEASE OF KANCP
CONDITIONS=IBM ACCOUNT ING MACHINES
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DATA

SOURCE ATION

NS

NS

NS

NS

NS

NS

NS

NS

DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

0CCUP» QUALITY SOURCE

213

213

212

213

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

CODE

DPTLJLE

0PT2C1A

DPT2C18

cevacic

ceracio

DPT2C1E

DPT2C1F

0PT2C2A

OwMSTOP
ELEMENT

MCMCCOL

MOMCHQ1

MOMCHO2

MOMCHC3

MOMCHO4

MOMCHGOS

MONCHOE

MOMCHO7

TH™U
VALUE

33

40

70

54

“30

60

130

OPERATICN/ELEMENT DESCRIPTION

COVER,CLOSE,CARRIAGE=CONTROL TAPE (I18M ACCTG
MACHINE)=CLOSE CARRIAGE COVER '
STARYS=REACH TG CARRIAGE COVER
INCLUDES=CEONTACT WITH ANC MOVEMENT OCWN CF
CARRIAGE CCVER
ENCS=RELEASE OF CARRIAGE COVER
CONDITIGNS=CPERATOR STANCING AT MACHINE

CAROS,HANOLE,{IBM ACCTG MACHINE) REMGVE
CARDS FRCM HCPPER
STARTS=REACH TC CARCS IN HOPPER
INCLUDES=GETTING CAROS AND WEIGHT ANC
MOVING TO MACHINE TCP
ENCS=RELEASE CARCS.
CONDITIONS=QPERATOR STANOING AT MACHINE

CAROS,HANDLE, (IBM ACCTG MACHINE) REMOVE
CARDOS FRCM TRAY
STARTS=CCNTACT WITH CARDS
INCLUDES=MQVING,GETTING & LIFTING CARCS UP
ENDS=800DY TURN AWAY FRCM TRAY
CONDITICNS=QPERATOR STANCING AT MACHINE

CARDS,HANOLE, (IBM ACCTG MACHINE} REMOVE CAROS
FROM RACK (1 HANC)
STARTS«VMCVE IN FRCNT OF RACK
INCLUDES=REACHING TOWARD CARDS WiTH BOTH
HANCSsTURNING RIGHT HAND ANC CONTACTING CARDS
WITH THUMB & MCVING CARD UP WHILE LEFY HAND
MOVES CARDS TCWARC RICGFT HANOD
ENCS=GRASP OF CAROS I[N RIGHT HANC
CONDITICNS=OPERATOR STANCING AT MACHINE

CARDS,HANDLE, (IBM ACCTG MACHINE) REMOVE CARDS
FROM RACK (2 HANCS)
STARTS=NCVE IN FRONT OF RACK
INCLUDES=GETTING CARCS WITH BOTH HANCS.MCVING
CARDS FROM RACK TG PLATFORM OR REST, ANO
ADJUSTING STACK
ENDS=RELEASING OF CARDS
CONDITICNS=OPERATOR STANDING AT MACHINE

CARDS, HANCLE, {IBM ACCTC MACHINE)}=REMGVE
CARDS FROM ONE POCKET
STARTS=REACH TO CARDS [N PQCKET
INCLUDES=GETTING CARCS FROM POCKET
ENCS=CARDS IN RBOTH KHANOCS
CONDITICNS=CPERATCR STANCING AT MACHINE

CARDS,HANCLE .l IBM ACCTG MACHINE) REMOVE CARDS
FROM STACK AT BCTTCM OF MACHINE
STARTS=REACH TC STACK
INCLUDES=GETTING ANC MCVING CARDS 7O TCP
PLATFCRM
ENOS=WITHk LEFT HANC PUSHING AGAINST STCP
CONDITICAS=QPERATCR STANCING AT MACHINE

CARDS,HANDLE ({ IBM ACCTG MACHINE) PLACE
CARDS IN FCPPER
STARTS=TRANSFER CARCS FROM LEFT
TO RIGHT HAND
[NCLUDES=REACKING TGO SLIDING PRESSURE PLATE
WITH LEFT HANC,GETTING PLATE AND PUSHMING IT
AGAINST STCP,MOVING CARDS TQ ANC PLACING
THEM IN HCPPER WITH RIGHT HANC
ENDS=RELEASINC CARDS ANC PLATE ANC MCVING
HANCS ASIDE
CONDITECAS=0PERATOR STANCING AT MACHINE
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DATA OCCUP= QUALITY
SOURCE ATION

NS

NS

NS

NS

NS

NS

NS

NS

NS

212

213

213

213

212

213

213

213

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

DEFENSE MORK MEASUREMENT STANDARO TIME DATA ELEMENTS

SOURCE  DWMSTOP
COOE ELEMENT

DPYT2C28 MOMCHO8

DPT2C2C MOMCHOS

DPT2C2D MOMCH1O

cPY2CS MOMCH11

0PT2CS MOMCH12

oPT2CS MOMCH13

oPv2C? MOMCH14

oPT2C8 MOMCH1S

_OPT1J1A MOMCRO1

™Y
VALUE

66

52

20

135

78

42

46

51

36

OPERATION/ELEMENT OESCRIPTION

CAROS,HANDLE ((1BM ACCTG MACHINE) = PLACE CAROS
IN TRAY
STARTS=REACH TC CARDS
INCLUDES=PLACING CARCS IN TRAY -QR 80X
ENDS=SEATING QF CARDS
CONDITICNS=OPERATOR STANCING AT MACHINE

CAROS,HANDLE +PLACE CARCS IN RACK
STARTS=MCVEMENT OF CARDS TOWARD RACK
INCLUDES=PCSITIONING AND PLACING OF CARCS TG

BACK CF RACK
ENCS~RELEASE OF CARODS
CONDITIONS=OPERATOR STANCING AT MACHINE

CAROS,HANOLE ,PLACE CARDS ON MACHINE TOP
STARTS=MCVE CARDS TC MACKINE TCP
INCLUDES=TURNING HANC ANO RELEASING CAROS

ON MACHINE
ENDS=HANOS ASICE
CONDITICNSeOPERATOR STANDING AT MACHINE

CARDS,HANOLE, FAN NEW CARDS
STARTS=REACH TC CARDS
INCLUDES=FANNING NEW CAROS
ENOS~F INAL REGRASP OF CAROS
CONDITIONS=CQPERATOR STANCING OR SITTING AT
WORK - AREA

CARDS,HANCLE,VERIFY SEVERAL (3 TO S) CARCS
STARTS=MOVE CARDS APART WITH BCTH PANCS
INCLUDES=PCSITIONING AND MOVING CARCS TO

REAC POSITION . :
ENDS=CARDS ARE READ
CONDITICNS=QOPERATOR STANCING OR SITTING AT
WORK AREA

CAROS,HANDLE ,COMPARE 2 CARCS
STARFS=REACH TG TGP CF CARD
INCLUDES=ALIGNING TWC CARDS FOR CCMPARISCN
ENOS=WITH A FINAL GRASP CF THE NEXT CARC TO
BE CCMPAREC
CONDITIONS=OPERATOR STANCING OR SITTING AT
WORK STATION

CARDS,HANCLE yASSEMBLE CARDS AND CECK
STARTSeREACH TC CARDS wITH RIGHT HANC
INCLUDES=PICKING UP CARDS AND TRANSFERRING

THEM TQO LEFT HAND
ENCS=wWITH CECK IN LEFT HAND
CONDITICAS«~OPERATOR STANCING AT MACHINE

CARDS,HANCLE,SORT CARDS TO CORRECT SEQUEMCE
STARTS=RELEASE CARDS FROM RIGHT HANC
INCLUDES=PCSITIONING FINGER ON CARC,MCOVING
CARD CUT AANC INTO PROPER SEQUENCE AND
RELEASING

ENCS=HANCS AT REST

CONDITIONS=OPERATCR AT WCRK AREA

COVER,RAISE,CARRIAGE=CONTROL TAPE (IBM ACCTG
MACHINE)
STARTSREACH TC CARRIAGE COVER
ENCLUDES=GETTJAG AND MOV ING COVER UPWARD
ENOS=RELEASE CF COVER
CONDITICAS*OPERATOR STANDING AT MACHINE
LEFT HAND IS PLACED ON MACHINE DURING PRCCESS
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA QCCUPe= QUALITY SOURCE OWMSTOP MU OPERATICN/ELEMENT DESCRIPTION
SOURCE ATICN CODE °~ ELEMENT VALUE
NS 213 MAL OPTLF1 MOMCSXX VARIABLE COLUMN=SGRT,SET,FIRST ANC CTHER (IBM

SORTING MACHINES)

STARTS=REACH TO LEVER FANCLE

INCLUDES=GETTING LEVER HANDLE, RELEASING
RAISING LEVER,MOVING KNGOB DOWN,ESLIODING
GUIDE (ARRCW) TO FRCPER COLUMN

ENDS=WITH RELEASE OF KNOB

CONOITIONS=OPERATOR STANDING AT MACHINE,
CASE 02 CONTAINS MOTIONS TO TURN LEVER OMY

82 CASE 01 SET COLUMN SORT (FIRST)
43 02 SET COLUMN SORT (OTHER)

NS 213 MAL DPT2D1 MCMMHOL 145 MATERTALS HANOLE,DATA MACHINE
: STARTS=SELECTION OF CORRECT 8OX
INCLUDES=CQBTAINING BCX OF MNATER[AL FRQM
SHELF
ENDS=TURN FROM SHELF WITH BOX AT HIP
CONDITICNS=CPERATOR STANCING AT SHELF
AVERAGE WEIGHT OF 80X = 20 LBS

NS 213 MAL oPTLJ2 MOMPAOL 95 PAPER,ALIGN,IN RCLLERS=CGNTROL TAPE (I8M
ACCTG MACHINE)
STARTS=REACH TC CRANK HWANDLE WITH LEFT HAND
INCLUBES=GETTING KNOB CN CRANK ANC CRANKING
TO ALIGN THE PAPER
ENCS=RELEASE OF CRANK ANC RESUME FULL
BALANCE
CONDITIGNS<OPERATOR STANCING AT MACHINE

NS 213 MAL DPTLHL MOMPHXX VARTABLE PAPER,HANCLE JREMQVE ANC INSTALL PAPER ([EM
‘ ACCTG MACFINE) ENGAGE ANC DISENGAGE
PAPER BRAKE
STARTS=REACH TO BRAKE HANCLE
INCLUDES=ENGAGE OR OISENGAGE BRAKE
ENCS=RELEASE CF EBRAKE
CONOITIONS=OPERATOR STANDING AT MACHINE

27 CASE Ol ENGAGE PAPER BRAKE
45 02 DISENGAGE PAPER BRAKE
NS 213 © MAL DPT1H2A MOMPHO3 35 PAPER,HANOLE REMCVE ANC INSTALL PAPER (IEM

ACCTG MACHINE) REMOVE CARRIAGE B8AR
STARTSeREACH TC PAR WITH BOTH FANDS
INCLUDES=MOVE BAR OUT CF SLOT TQ FROANT

OF MACHINE
ENDS=WITH RELEASE OF BAR
CONDITIONS=OPERATOR STANDING AT MACHINE

NS 213 MAL DPTLIH2B MCMPHO4 8s PAPER,HANCLE ,REMQVE £ INSTALL PAPER (l&M ACCTG
MACHINE) INSTALL CARRIAGE BAR
STARTS=REACH TC BAR WITH BOTH HANDS
INCLUDES=MCVE BAR TC NECESSARY SLOT
ENCS=RELEASE CF BAR :
CONDITIONS~0PERATOR STANCING AT MACHINE

NS 213 MAL CPT1H3 MOMPHOE 172 PAPER,HANDLE yREMCVE € INSTALL PAPER (IEM
ACCTG MACHINE) wALK ARCUND MACHINE
STARTS=TURN TO SIDE CF MACHINE
INCLIDES=WALKING 2 PACES TO EDCE,TURNING
TOWARD MACRINE,ANC WALKING 2 PACES TG CEATER
ENCS=TURNEC FACING MACFHINE :
CONDITIONS=OPERATOR STANCING AT MACHINE

NS 213 MAL DPT1H4 MOMPHOG 133 PAPER,HANCLE ,REVMCVE & INSTALL PAPER (1€M ACCTC
MACHINE) REMCVAL OF PAPER
STARTS=REACH TC PAPER CN MACHINE
INCLUDES=STACK ANC MCVE PAPER AWAY
FROM MACHINE
ENCS=8CCY TURM TCWARC CLCSET
CONDITICNS=CPERATOR S{ANCING AT MACHINE
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NS

NS

NS

NS

NS

NS

NS

NS

213

213

213

213

213

213

DATA OCCUP= QUALITY
SOURCE ATION

MAL

MAL

MAL

MAL

MAL

MAL

MAL

MAL

OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

SQURCE OWMSTOP ™y OPERATION/ELEMENT DESCRIPTION

CODE ELEMENT VALUE

DPT1HS MOMPHOT 39 PAPER,HANDLE,REMOVE & INSTALL PAPER (IEM
ACCTG MACHINE) PLACE PAPER ON MACHINE
STARTS=MCVE PAPER ON MACHKINE
INCLUDES=POSITIONING OF PAPER TO GUICE
ENDS=RELEASE OF PAPER
CONODITICNS=OPERATCR STANCING AT MACHINE

DPT1He MOMPHOS 25 PAPER,HANCLE ,REMOVE & INSTALL PAPER (IgMm
ACCTG MACFINE) CPEN PAFER GUIDES
STARTS=REACH TO GUIDES
INCLUDES=PCSITIONING FINGERS,CONTACTING ANO
MOVING GUIDE
ENDS=RELEASE OF GUIDE
CONDITIONS=QPERATCR STANCING ATV MACHINE

OPT1IHT MOMPHOY 83 PAPER,HANOLE ,REMOVE & INSTALL PAPER (IEM ACCTC
MACHINE)=SLICE PAPER UNDER LEVER & RCOLLER
STARTS=REACH TC PAPER
INCLUDES=GETTING & MOVING PAPER UNDER LEVER
TO RCLLER
ENDS=RELEASE OF PAPER
CONOITIGNS=OPERATOR STANCING AT MACHINE

DPT1HE MOMPHLO 70 PAPER, HANCLE,REMOVE & INSTALL PAPER (IBM
: ACCTG MACHINE) FCSITICN PAFER GUIDE TO PAPER
STARTS=REACH TO GUIDE KNOB WITH LEFT HANC &
PAPER GUIDE wITH RIGHT HANC
INCLUDES=QPENING,MOVING & RELEASING KNGB,
REACFING TG GUIDE,MCVING,POSITICNING
TO PAPER,ANC ADJUSTING TO LINE UP
ENDS=RELEASING GUIDE
) CONDITICNS=OPERATOR STANCING AT MACHINE

DPTIM11 MOMPTOL 62 PLATEN, TURN, KNOE
STARTS=wITH REACH TO KNOB
INCLUCES=GRASP,APPLY PRESSURE AND MQVE KANOB
ENOS+WITH RELEASE OF KNCB
CONDITIONS=18M ACCTC. MACHINES

OPT1AS MOMSUXX VARIABLE MACHINE ¢ SET=UP,REPLACE CONTROL
PANEL IN SMALL GR LARGE BOARD RACK

STARTS=wITH BCARC IN CARRYING POSITICN IN
RIGHT HANO, REACH TO BOARD SICE WiTk LEFT HANO

INCLUDES=GETTING BOARD AND POSITICNING aS

: NECESSARY TC MCVE INTC RACK

ENOS=B0ARC IN RACK

CONDITICANS=OPERATOR AT RACK. WT ALLCWANCE=
6 LBS. ALPHABETICAL ACCTG MACHINE

72 CASE 01 SMALL BOARD RACK
101 02 LARGE BOARC RACK
DPT1AL MOMSUO3 235 MACHINE, SET=UP,GET CONTRCL PANEL FRCM CABINET

STARTS=REACH TOWARC CAEINET

INCLUDES=STOCPING IN FRONT QOF CABINET,
[DENTIFYING DESIREC BCARD,GETTING FANCLE,
SLIDING BOARD OFF TRACK, ANC LIFTING
BOARC TC CARRY POSITICN

ENOS=~800Y TURNED TOWARC MACHINE ANC BCARC
IN CARRYING POSITION

OPT1A2 MDMSUO4 123 MACHINE ySET=LP,CETAIN CONTROL PANEL
FROM SMALL BCARC RACK
STARTS=EYES TC RACK
INCLUDES=SELECTICN OF CESIRED BOARC ANC
OBTAIN BOARC ANO CARRY TOWARD MACFINE
ENOS=80CY MOTICN TOWARC MACHINE
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SQURCE ATICON

NS

NS

NS

NS

NS

NS

NS

NS

DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

OCCUP= QUALITY SOQURCE

213

213

213

213

MAL

MAL

MAL

MaL

MAL

MAL

MAL

CODE

CPT1A3

OPT1A4

oPTiBglaA

opTiBle

opPT1BicC

DPT181D

0PT1B2A

0PT1828

OWMSTOP

‘ELEMENT

MOMSUOS

MOMSUOQS

MONSUOT

MOMSUO8

MOMSUO9

MOMSULO

MOMSUL1

MCMSUL2

™Y
VALUE

134

194

80

59

137

89

52

T2

OPERATION/ELEMENT DESCRIPTION

MACHINE SET=UP, GET CCONTROL PANEL
FROM LARGE BCARD RACK
STARTS=EYES TQ RACK
INCLUDES=SELECTING DESIRED B80ARO, GETTING
AND MOVING YO CARRYING POSITION
ENOS«80CY TURNED TOWARD MACHINE ANC E£0ARC
TN CARRYING POSITION

MACHINE ,SET=UP,REPLACE CONTROL PANEL
IN DESK TYPE CABINET
STARTS=REACH TQ FRONT CF BOARD FOR CCNTRCL
INCLUDES=MCYEMENT OF BOARO TO CESIREC TRACK,
POSITIONING OF BOARC AND RELEASING
ENDS=800Y TURN TOWARD MACHINE

MACHENE s SET=UP(18BM 402 CONTROL PANEL)I~CPEN
GATE OPERATIGN
STARTS=REACH TG GATE HANCLE
INCLUDES=REACKH TO GATE HANDLE ANC CPEN GATE
ENCS=RELEASE OF GATE HANCLE
CONOITICNS=QPERATGR STANDING I[N FRONY CF
ACCCUNTING MACHINE

MACHINE,SET=UPCIBM 402 CONTROL PANEL) REMOVE
BOARC QPERATION
STARTS«REACH TO BOARC
INCLUDES=GETTING BOARD ANO PLACING
IN CARRY PGSITION
ENOS=MCVE YO CESK RACK
CONOITICANS~OPERATCR STANCING IN FRONT OF
ACCOUNTING MACHINE

MACHINE,SET=UP (IBM 402 CONTROL PANEL)
INSTALL BCARD
STARTS=REACH TC BCARC FANOLE
INCLUDES=NMCVING BOARC YO SLOT, POSITICNING
& MOVING DCWN - :
ENOS=RELEASE CF BOARC ANC HANDS ASIDE
CONDITIONS=OPERATQR STANCING IN FRCNT CF
ACCCUNTING MACHINE

MACHINE,SET=UP (IBM 402 CONTROL PANEL)
CLOSE GATE
STARTS=REACH TO GATE HANCLE
INCLUDES=GETTING HANCLE, STOOPING, ANC
. MOVING HANQLE TO STQP
ENCS=RELEASING HANOLE ANC ARISING
CONDITICNS=OPERATCR STANCING IN FRONT OF
GATE OF IBM 402 ACCCUNTING MACHINE

MACHINE ,SET=UP{IBM 519 CCNTRCL PANELIREMOVE
GATE OPERATION
STARTS=REACH TC DOOR HANCLE
INCLUDES=CGETYING, ANC COWNWARD ARC MGVEMENT
APPLIED TG DOOR HANDLE
ENDS=RELEASE CF CCOR HANCLE
CONDITIOGNS=0OPERATOR STANCING !N FRONT OF
ACCCUNTING MACHINE

MACHINE,SET=UP (IBM 515 CONTROL PANEL) REMOVE
BOARDC QPERATION
STARTS=REACH TC BCARC FANDLE
INCLUDES=GETTINGs DISENGAGING LOCK
ANO MCVEMENT OF BCARD MANOLE
YO UPRIGHY POSITICN
ENCS=BCARC LIFTEC CUT CF CRADLE
CONOITIONS=OPERATOR STANOING IN FRCNT CF
ACCCUNTING FMACHINE
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OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

- DATA OCCUP= QUALITY SOURCE DuMSTOP ™™y OPERATICON/ELEMENT OESCRIPTION
’ SOURCE ATION CODE ELEMENT VALUE
NS 213 MAL DPT1B82C MOMSUL3 114 MACHINE,SET=UP (IBM 519 CONTROL PANEL)

INSTALL BOARC

STARTS~MOVE BOARC IN OIRECTION OF CRACLE

INCLUDES=ALIGNING BOARC VERTICALLY TC CRADLE,
B8ENCING TG HORIZONTAL POSITION ANC FORCING
BOARC TO LCCK POSITION

ENDS=B0ARD IN FULL LOCK POSITION ANC OPERATCR
AT STCGGP PCSITION

CONDITIONS=OPERATOR STANDING IN FRONT QF
ACCOUNTING MACHINE

NS 213 MAL 0PT182D MOMSULl4 92 MACHINE ,SET=UP(IEM 519 CONTROL PANEL)=CLOSE
: GATE OPERATICN
STARTS=REACH TC GATE HANOLE
INCLUDES=GETTING HANOLE AND CLCSING CGATE
ENDS=ARISE FROM STOOP
CONODITIONS=QPERATOR STANCING IN FRONT OF
ACCOUNTING MACHINE

NS 213 MAL DPT1B3A MOMSULS 55  MACHINE,SET=UP,OPEN GATE TO REMOVE AND INSTALL
CONTROL PANEL BCARC
STARTSe=wITH REACH TO BANCLE
INCLUDES=STOOPING TO GRASP,GAINING CCNTROL
RAISING HANCLE ’
ENDS=wITH RELEASE OF HANGLE
CONDITIONS=CONTROL PANELS 077,089,514+552

NS 213 MAL DPT1838 MOMSULé b4 MACHINE , SET=UP,REMOVE CONTROL PANEL BOARC
STARTS=WITH REACH TO BCARO
INCLUDES=GAIN CONTROL CF BOARC & ARISE wiTH
BOARD
‘ ENOS=MWITH ARISE WITH BOARD IN HAND
' CONOITICNS=CONTROL PANELS 077,089,%514,4552

NS 213 MAL DPT183C MOMSULTY 98 MACHINE,SET=UP, INSTALL CCNVTROL PANEL BCAROD
STARTS=WITH MGVEMENT OF POARD TOWARD MACHINE
INCLUOES=PCSITIONING AND ALIGNMENT OF BOARD &
INSERTICN INTO MACHINE
ENDS=wITH RELEASE OF BOARD
CONDITICNS=CONTROL PANELS 077,089,514+552

NS 213 MAL DPV1B30 MOMSULS 15 MACHINE » SET=UP,CLOSE CONTROL PANEL GATE
. STARTSeWITH REACH TO HANCLE
INCLUDES=ALL MOTICONS TC CLOSE GATE
ENCS=WITH ARISE FROM MACHINE
CONDITICNS=CONTROL PANELS 077,089,514,552

NS 213 MAL 0PT281 MOMTHOL 60 TRAYS,HANCLE ,(18M ACCTG MACHINE)
UNLOCK TRAY FASTENER

STARTS=REACH TO FASTENER CATCH ON TRAY WITH
RIGHT HANC ANC TO TRAY FRONT WITH LEFT HAND

INCLUDES=GETTING CATCH,MOVING IT TC STGP
AND RELEASING,CONTACTING FASTENER,HCVING 1T
BACK AND RELEASING IT .

ENDS=REACH TC FRONT OF TRAY WITH RIGFT HANO
WHILE LEFT HAND RESTS CN FRONT CF TRAY

CONDITIONS=OPERATOR STANDING AT MACHINE

NS 213 MAL oPT282 MOMTHO2 27 TRAYS,HANOLE 4 { IB¥ ACCTG MACHINE) = LOCK TRAY
FASTENER
STARTS=REACH TC FASTENER
INCLUDES=CONTACT WITh FASTENER CATCH wlITH
SUBSEQUENT MOVEMENT TO CARDS ANC THEN STGP
ENOS=MCVEMENT OF HANCS AwWAY FRCM RELEASE AREA
CONDITIONS=OPERATOR STANCING AT MACHINE
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OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE OWMSTOP ™y OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT VALUE
NS 213 MAL 0PY283 MOMTHOI 83 TRAYSoHANCLE, (IBM ACCTG MACHINE) REMOVE
. TRAY

STARTS=REACH TC HANDLE ON TRAY
INCLUDES=GETTING+ANO MOVING HANDLE UP
REGRASPING TRAY WITH B80TH HANCS AANC MOVING IT
up
ENOS=TRAY MOVEL QUT,WELD IN BOTH HANCS
CONOITICNS=OPERATOR STANDING AT MACHINE
W7 ALLOMANCE = 20 L2S

NS 213 MAL 0PT284 MCMTHO4 30 TRAYS,HANOLE,(IBM ACCTG MACHINE) PUT TRAY
OOWN
STARTS=MCVE TRAY TO FLAT SURFACE
INCLUDES=RELEASING TRAY AT DESIREC PGCSITION
ENCS=HANC ASICE
CONDITIGNS=0PERATOR STANDING AT MACHINE
WT ALLOWANCE = 20 LES

NS 213 MAL OPT2BS MOMTHOS 3 TRAYSoHANOLE,(IBM ACCTG MACHINE)=PICK UP TRAY
STARTS=REACH TC TRAY
INCLUDES=PICK UP TRAY
ENOS=TRAY LIFTED
CONDITIONS=QPERATCR STANCING AT MACHINE

NS 213 MAL DPT28Bs MOMTHOS as TRAYSoHANOLE »(I8M ACCTG MACHINE)=PLACE TRAY
IN FILE ORAWER
STARTS=MCVE OF TRAY TQ DRAMER
INCLUDES=PCSITIONING OF TRAY I[N CRCER TQ SLIDE
IN ANO DCOWN WITHIN THE FILE ORAWER
ENOS=RELEASE CF TRAY
' CONDITIONS=QPERATOR STANOING AT FILE CRAMER
NS 213 MAL OPTLJ41C MOMTROL 77 TAPE,REMOVE,CLD CONTROL TAPE (IBM ACCTC
MACHINE)
STARTS=REACH TC TENSION LEVER WITH LEFT FANC
AND REAR TAPE GUICE WITH RIGHT HANC
INCLUDES=MCVING TENSION LEVER UPWARD &
RELEASING WHILE SIMULTANEOUSLY MOVING TAFE
FROM PINS €& OQUT OF MACHINE . X
ENOS=RELEASING OLO TAPE AND REACHING TC
NEW TAPE
CONDITICONS«INCIVIOUAL STANCING AT MACHINE

NS 213 MAL OPTLHI2 MOMVTOL 26 VERN[ER +« TURN,KNOB
STARTS=wITH REACH TG KAOB
INCLUDES=GRASP AND MOVE XNCB TQ POSITION
PAPER TC EXACT AL IGNMENT
ENOS=WITH RELEASE OF KNOB
CONDITICNS=IBM ACCOUNT ING MACHINES

NS 213 MAL OPK4B1l2 8KPCMO] bb CARD, MQVE, TO HGPPER
STARTSeREACH TC CARD WITK LEFT HANC
INCLUDES=GETTING AND MCOVING CARD TC rCPPER
WITH SUBSECUENT RELEASE
ENDS=RETURN OF LEFT KAND TO WORK ARESA
CONOITIONS®SITTING AT KEY PUNCKF MACHINE

NS 213 MAL OPK48S BKPCRC1 44 CARDREMCVE,FROM RELEASE HCPPER
STARTS=REACH TQ CARDS IN HOPPER
INCLUDES=GETTING AND MCVING CARD TC WCRK
AREA € REGRASPING CARD AT WORK AREA
ENOS=CARD AT WORK AREA IN LEFT HANC IN
WORKING PAQSITION
CONDITICNS«SITTING AT KEY PUNCH MACHINE

NS 213 MAL OPK4Bl6 BKPCSOL 31 CARDSIGHT=CHECKsPUNCHED
STARTSeMOVEMENT OF CARCS WITH BOTH HANCS TO uP
POSITION
INCLUDES=SIGHT CHECK CARCS
ENOS=€YE FOCUS TO SIGHT CHECK CAROCS
CONOITICNS=SITTING AT KEY PUNCH MACHINE
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SOURCE ATION

FF

FF

NS

£F

NS

NS

DEFENSE WORK ‘MEASUREMENT STANOARD TIME OATA ELEMENTS

OCCUP= QUALITY SGURCE

213

213

213

MAL

TAL

MAL

FAL

MAL

MAL

CODE

BKPKDO1

BKPMTXX

DPK&4B3

8KPRTOL

OPK3B4

0PK385

DWMSTOP T™U
ELEMENT VALUE

8KPKOQ1 5

BKPMTXX VARIABLE

15
3
&4
. 7
8XPROC1 29
8XKPRTO1 [
MKPCBO1 30
MKPCBO2 53

OPERATION/ELEMENT OESCRIPTION

KEY, DEPRESS

STARTS=WITH REACH TO KEY,HANDS IN NORMAL
OPERATING POSITION AT KEYBOARC

INCLUDES=REACHING TO,TOUCHING,CEPRESSING ANC
RELEASING A KEY

ENOS=WHEN FINGER RAISES, BREAKING CONTACT WITH
KEY

CONDITIONS®=024/026/029 TYPE CARD PUNCH
MACHINES

MACHINE TIME, OUPLICATE OR SKIP COLUMN(S)
STARTS=(MANUAL CONTRCL) WHEN FUNCTICOM XEY (S
DEPRESSED. (PROGRAM CONTROL)} AUTONMATIC BY
CONTACT SWITCH
INCLUDES=MACHINE TIME TO OUPLICATE OR SKIP
COLUMN(S) IN A PUNCH CARD .
ENOS=WHEN SPECIFIED COLUMNS HAVE PROCESSED
THROUGH THE PUNCH STATION OF MACHINE, EXCEPY
CASE 02 ENOCS WHEN FINGER [S LIFTEL FRCM
FUNCTION KEY. ADD BXPRTQOL FOR
MACHINE REACTION TIME
CASE 01 MACHINE PROCESS TIME TO OUPLICATE
10 COLUMNS WITH AUTOMATIC (PROGRAM)
CCNTRCL
02 MACHINE PROCESS TIME TO OUPLICATE
A COLUMN WITH KEYBOARC MAANUAL
CONTROL
03 MACHINE PROCESS TIME 10 SKIP 1C
COLUMNS, AUTCMATIC OR KEYBOARD
CONTROL
G4 MACHINE PROCESS TIME TC SKIP QUT
COMPLETED CARC AND REGISTER
COLUMN 1 CF FCLLOWING CARC AT
PUNCH STATION

REGISTER KEY, CEPRESS
STARTS~L0CK AT KEY
INCLUDES=REACH TO KEY,NMOVE AND RELEASE KEY
ENOS=REACH QUT CF WAY .
CONDITIONS=SITTING AT KEY PUNCH MACHINE

REACTION TIME,PER CCCURRENCE OF AUTGCMATIC SKIP
OR DUPLICATICN
STARTS=nITH GNSET OF STIMULUS AT INSTANT
MACHINE OPERATION STOPS
INCLUDES=REACTION TIME BETWEEN MACKHINE OPERA=
TION ANC INITIATION OF RESPONSE MCTICN
ENDS=WITH INITIATION OF RESPONSE MCTICNS,SUCH
AS REACH FINGER TC NEXT KEY,ETC.
CONOITIONS=REACTION YIME [S THE INTERVAL BE=
TWEEN THE ONSET OF THE STIMULUS ANC THE INIT]e
ATICN CF THE RESPONSE MOTICN CR ACTIOMN

CARD+BATCHy SETeUP, REPLACE [.D. CARC
STARTS=REACH TC CARC ON CESK
INCLUDES=GETTING CARC ANC MOVING TC

BATCH
ENOS=CARD IN PLACE AND BATCH IN LEFT FANC
CONDITIONS=SITTING AT PRINTING CARC PUNCH
MACHINE, CAROS IN CLIPPED BATCHES

CARD, BATCH,SET=UP, PLACE BLANK CARD
BEHIND DECK
STARTS=REACH TO BLANK CARC ON CESK
INCLUDES=CCNTACTINGs SLICING, REGRASPING
AND MOVING CARO TOWARCS COMPLETED CECK
ANO POSITIONING BEHINC DECK
ENDS=BLANK CARC BEHIND OECK HELD IN LEFT
HANC
CONDITIONS=SITTING AT PRINTING CARC PUNCH
MACHINE, CARDS IN CLIPPED BATCHES
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CEFENSE WORK MEASUREMENT STANDARD TIME OATA ELEMENTS

DATA OCCUP= QUALITY SQURCE DwMSTOP T™U OPERATION/ELEMENT DESCRIPTION -
SOURCE ATICN CODE ELEMENT VALUE
FF 213 MAL MKPCOXX MKPCDXX VARIABLE CARD,DUPLICATE 80 COLUMNS

STARTS=WITH REACH TO OUPLICATING KEY,HANC IN
NORMAL CPERATING POSITION AT KEYBOARC

INCLUDES=DEPRESSING DUPL ICATING
KEY,ANC PROCESS TIME TC OUPLICATE AN 8C COLUMN
PUNCH CARD

ENDS=WHEN COMPLETED CARD SKIPS OUT OF THE
PUNCH STATION

CONDITIONS=NOTE=IF 7 QR MORE OUPLICATIONS ARE
REQUIRED,TINE WILL BE SAVED BY CHANGING THE
PROGRAM UNIT TO CONTROL THE MACHINE FUNCTION
AUTCMATICALLY. USING [BM 024/02€/G29
CARD PUNCH MACHINES

125 CASE 01 USING PROGRAM CONTROL
245 ) G2 USING MANUAL CONTROL
FF 213 MAL MKPSDOl MKPCDO3 11 CARD,SKIP, OR DUP, MANUALLY, EACH OCCURRENCE

DURING CARD PUNCHING.
STARTS=WITH REACH TO FUNCTION KEY, HANCS IN
NORMAL CPERATING POSITION AT KEYBOARD.
INCLUDES=CONTACTING+DEPRESSING, ANC RELEASING
FUNCTION KEY AND REACTION TIME TQ ENDING OF
- MACHINE OPERATICN. ’
ENDS=WITH RELEASE OF CONTACT WITH FUNCTICN KEY
HELD DURING PROCESS TIME.
CONODITIONS=PROCESS TIME NOT INCLUDED IN THIS
ELEMENT, APPROPRIATE MACHINE TIME MUST BE
ADDED

NS 213 MAL OPK3A8 MKPCGOL 69 CARDy GETy NEW PROGRAM
. STARTS=REACH TO PROGRAM CARDS ON KEY PUNCH

INCLUDES=LOOKING AT ANC MOVING 1ST CARC,
LOOKING AT 2NC CARO, MOVING, REGRASPING ¢
MOVING OUT 2NC CaARD

ENDS=SELECTED PRCGRAM CARD IN RIGHT FAND

CONDITIGNS=QPERATOR IS STANOING IN FRCNT
OF PRINTING CARD PUNCH MACHINE

FF 213, MAL MKPCIOL MKPCIO1 47 CARD ¢ INSERT,MANUALLY, INTOC READ OR PUNCH
STATION QF CARD BEL.

STARTS=WITH MCVE OF CARD IN HAND TOWARL CARC
BED.

INCLUDES=MANUALLY PLACING AN EAM CARC INTQ THE
PUNCH (R READ STATION OF A CARD PUNCH MACHINE.

ENOS=~WITH CARD IN PLACE ANO HAND RETURNEC TO
SELF CR TO KEYBOARC.

CONDITIONS=USING IBM 024/026/029 CARC
PUNCH MACHINES

NS 213 MAL DPK3A15 MKPCMOL 128 CARDSy MEASURE, KEYPUNCH
STARTS=GET CARCS AND GAUGE
INCLUDES=ALIGAMENT OF GAUGE TO CARCS, ANC
READING NUMBER ON GAUGE
ENDS=~ASIDE GAUGE
CONDITIONS«CARCS AND GAUGE ON TABLE

FF 212 MAL MKPCOO1 MKPCOCL 69 CARDS,OBTAIN,HANCFUL (AVG 200 CARDS) FROM A
’ STANDARG 2000 COUNT EAM CARD BOX
STARTS=wITh REACH TC LID OF CARD eOX
INCLUDES=OPENING LID, REMOVING HANCFLLL
OF CARDS, AND CLOSING LID
ENDS=WHEN LID IS CLOSEC WITH CARCS
IN CTHER HAND
CONDITICNS=EANM CARDS
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS .

R DATA 0OCCUP= QUALITY SOURCE DwMSTOP ™U OPERATIGN/ELEMENT DESCRIPTION
i SOURCE ATION CODE ELEMENT VALUE
FF 213 MAL MKPCPOL MKPCPO1 v 139 CARO +PLACE, PROGRAM,ONTG IBM MACHINE PRGGRAM
ORUM

FF

NS

FF

£F

FF

213

213

STARTS=WITHE MCVE CF PRCGRAM CARD IN GNE FANC
TOWARDS EMPTY CRUM IN GTHER MANC

INCLUDES=PLACING,ALIGNING AND LOCKING PROGRAM
CARD ONTO PROGRAM DRUM

ENOS=WITH RELEASE OF LGCKING LEVER ON CRUM
ASSEMBLY HELD IN COTHER MANO

CONOITIONS=US ING 1BM 024/026/029 CARC PUNCH

. MACHINES

MAL MKPCROL MKPCRO1 60 CARD,REMOVE,PROGRAM,FRCM IBM MACHINE PROGRAM
ODRUM
STARTS=WITH REACH TO CLAMPING STRIP HANOLE ON
DRUM ASSEMBLY HELC IN OTHER HANC
" INCLUDES=MOVING HANOLE TO UNLOCK CARC ANC RE=
MOVING CARC FRCM FRCGRAM DRUM
ENCS=WITH EMPTY DRUM IN ONE HAND AND PROGRANM
CARD IN OTHER HANC
CONDITIONS=USING IBM 024/026/029 CARC PUNCH
MACHINES

MAL DPK3A7 MKPCSO1 42 CARD, SLOT, PLACE OLD CARD IN

STARTS=RELEASE OF DRUM BY RIGHT HANO

INCLUDES=REACH TO ORUM,GRASP AND MOVE CRUM
ASIOE WITH RIGHT HANO,LEFT HANO MGVES CARD TC
MACHINE ,REGRASPS CARD, MOVES TO FASTENER THEN
POSITIONS AND RELEASES CARD.

ENOS=RETURN OF LEFT MAND TO REST POSITION

CONOITICNS=OPERATOR IS STANDING IN FRCNT OF
PRINTING CARD PUNCH MACHINE

MAL MKPDAOL MKPDAC1 116 CARDS,ALIGN,CECK,INTO A PRECISE BLOCX

STARTS=WITH MCVE OF CECK TO AULIGNING SURFACE,

DECK UNDER CONTROL CF OPERATOR
g INCLUDES=PATTING AND PRESSING A CECK OF EAM

CARDS INTD PRECISE ALIGNMENT

ENDS=WITH ALIGNED CECK IN HAND AND RESTING
UPON THE ALIGNING SURFACE

CONDITIONS=1/72 TO 2 1/2 INCH THICK DECK OF
EAM CARCS )

MAL MKPOCO1 MKPCCCL 160 CECK.CHECK,CARD,BY RIFFLING
) STARTS=w{TH MCVE OF CECK TO ALIGNING SURFACE,

DECK IN POSSESSION

INCLUDES=ALIGNING,RIFFLING ANC SIGKT CFECKING
A OECK OF EAM CARDS FRCM 1/2 TO 2 1/2 INCHES
THICK

ENCS=WITH CECK IN HANO AFTER LAST CARC +AS
ESCAPED FROM THUMB CONTROLLING THE SECONC
RIFFLE

CONOITICONS=EAM CARDS

MAL MKPDIO1 MKPOICL 106 rRUM,INSTALL+PRGGRAM TYPE ON [8M CARC PUNCH
MACHINE

STARTS=wITH MCVE CF CRUM ASSEMELY TOWARC THE
SPINDLE,PROGRAM UNIT COVER T[S GQPEM

INCLUDES= INSTALLING ANC LATCHING THE PROGRAWN
ORUM IN PLACE,CLOSING THE COVER ANC ENGACGING
THE PROGRAM SENSING MECHANISM

ENDS=WITH HANCS AT REST IN NORMAL CPERATING
POSITION AT KEYBOARC

CONDITIONS=USING IBM 024/026/029 CARC
PUNCH MACHINES
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DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA OQOCCUP= QUALITY SOURCE DWMSTOP T™U . OPERATICN/ELEMENT DESCRIPTION
SQURCE ATION CCDE ELEMENT VALUE
NS - 213 MAL OPK3A1 MKPOMXX VARIABLE DRAWER, MOVE, OPEN ANC CLOSE CARC CABINET

STARTS=REACH TO DRAWER HANDLE WITH EITHER HAND
INCLUDES=GETTING ORAWER HANDLE, MOVING TC
OPEN OR CLOSE CABINET ODRAWER
ENDS=RELEASE CF ORAWER HANOLE
CONOITIONS=INCIVIDUAL IS SITTING IN FRONT OF
KEY PUNCH CARD CABINET

49 CASE QL=QPEN CARC CABINET ORAMER
42 02=CLOSE CARC CABINET CRAWER
FF 213 MAL MKPODROL MKXPCRO1 91 ORUM,REMOVE, PROGRAM TYPE,FROM IBM CARD PUNCH
MACHINE

STARTS=WITH REACH AWAY FRCM NORMAL QFERATING
POSITION AT KEYBCARC

INCLUDES=OISEMGAGING SENSING UNIT,OPENING THE
PROGRAM UNIT COVER ANC REMOVING THE PROGRAM
DRUM ASSEMBLY FROM THE MACHINE

ENCS=WITH CRUM ASSEMBLY IN HANDS AT FRONT OF
800Y

CONDITIONS=USING [BM 024/026/029 CARC PUNCH
MACHINES

FF 213 MAL MKPDSXX MKPCSXX VARIABLE CECKSIGHT=CHECK,CARD PUNCHING

STARTS=WITH MCVING CF CECK TO LINE QF VISIOM,
ALIGNED DECK IN HANDS

INCLUDES=LIFTING CECK TO LINE OF VISION ANO
SIGHT CRECKING THE PUNCHED FOLES

ENOS=WITH CECK LOWERED TC TABLE OR SELF ANC
STILL IN HAND

CONDITIONS=EA¥ PUNCHED CARDS

. 35 CASE 01 SIGKFT CHECK KEY PUNCHING,FIRST
FIELD
9 . 02 SIGHT CHECK KEY PUNCHINGs EACF-

ADCITIONAL FIELD

FF 213 MAL MKPDTXX MKPCTXX VARIABLE DOCUMENT ,TURN,ASIDE SOURCE COCUMENT
STARTS=wITH HAND ON COCUMENT WHEN LAST
CHARACTER HAS BEEN PUNCHED
INCLUDES=TURNING COCUMENT ASIDE,LOCKING TO
NEXT COCUMENT & REAOING FIRST TwO CHARACTERS
OF THE FIRST CATA UNIT
ENCS=WITH FIRST CHARACTERS REAC € START GCF
KEYPUNCKHING
40 CASE Ol OCCUMENT TURN ASIDE & REAC FIRST
DATA UMIT ON NEXT OCCUMENT,LAST
FIELD PUNCHED NUMERIC
53 C2 DOCUMENT, TURN ASIDE & REAC FIRST
UNIT CN NEXT COCUMENT,LAST FIELD
PUNCHED ALPHA

FF 213 MAL MKPHLOL1 MKPHLOL 126 HCPPER,LCAC,HORTZONTAL TYPE, WITH CECK OF
CARDS

STARTS=WITh MCVE CF CECK TOWARC rOPPER

INCLUDES=PUSHING PRESSURE PLATE BACK INSERTING
CARD CECKy RELEASING PLATE ANC CHECKING ALIGA=
MENT CF CARCS. .

ENCS=WITH CARC DECK IN HOPPER ANC HANCS
RETURNEC TC KEYBOARC. )

CONDITIONS=USING [BM 024/026/029 CARC PUNCH

MACKHINE
FF 213 MAL MKPHUOL MKPHUOL 47 HCPPER yUNLOAC,HCRIZONTAL TYPE CARD

STARTS=WITF REACH TC CARCS IN rOPPER, FANC
EMPTY

INCLUDES=GETTING ANC REMOVING CARDS FRGM HOP=
PER

ENCS=WITK CARCS IN HANC,LIFTEC CLEAR CF
HOPPER .

CONDITIONS=USING IBM 024/0267/029 CARC PUNCH
MACHINES. CCES NCT APPLY TO REMCVING CARCS
FROM CARD STACKER ON LEFT SIDE CF MACFINE
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OEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUPe QUALITY SQOURCE

SOURCE ATION

FF

FF

FF

£F

FF

FF

213

213

216

216

216

21¢

MAL

MAL

TAL

MAL

MAL

MAL -

CODE

MKPOPOL

MKPROXX

BCABDXX

8CAKDOL

8CAKDO2

B8CAKDO3

OWMSTDP MU
ELEMENT VALUE

MKPCPOL 15

MKPROXX VARIABLE

4
14
23
22

BCABDXX VARIABLE

15
26
8CAKDO1 5
B8CAKDO2 3
BCAKDO3 15

OPERATICN/ELEMENT DESCRIPTION

X/OVERPUNCH
STARTS=DURING PUNCHING WITH REACH TO MULTI=
PUNCH KEY
INCLUDES=PUNCHING TWO CHARACTERS INTC A SINCLE
COLUMN OF AN AQP CARD
ENDS=WITH RELEASE OF MULTI=PUNCH KEY

CATAL,READ, (ACOITIONAL DATA UNIT) FROM SOURCE
DOCUNENT
STARTS=WITH A LODK TC NEXT INFORMATICN SCURCE
INCLUDES=ICENTIFYING & READING 0ATA
ENDS=WITH FIRST CHARACTER(S) REAC ANC START OF
KEY PUNCHING
 CONDITIONS=NOTE=GOOD=SQURCE DOCUMENTS ARE
THOSE HAVING GOOD LEGIBILITY ANO WITH THE
UNITS OF DATA IN THE SAME OROER FROM COCUMENT
TQO COCUMENT
FAIR=SQURCE OOCUMENTS ARE THOSE wITh GOOC
LEGIBILITY ANC RANDCM CRODER OF CATA FRQOM
DOCUMENT TGO OOCUMENT OR WITH THE UNITS OF DATA
IN THE SAME OROER FROM DOCUMENT TGO COCUMENT
BUT wITH POOR LEGIBILITY
POOR=SOURCE DOCUMENTS ARE THOSE WITH 80TH
POOR LEGIBILITY AND RANDOM ORCER CF DATA
CASE Ol FRCM MISCELLANEOUS COCUMENTS CLASSI=
FIED GOCD
02 FROM MISCELLANEOUS COCUMENT CLASSI=
" FIED FAIR .
03 FRCM MISCELLANEOUS OOCUMENT CLASSI=
FIEC PCOR
04 FROM PUNCH CARD TRANSCRIPT SOURCE
DOCUMENT

BAR,DEPRESS,OF 10 KEY ADCING OR CALCULATCR
MACH INE
"STARTSewITH HAND ON KEY BOARD & REACH TO BAR
INCLUDES=GET, CEPRESS & RELEASE BAR
ENDS=WHEN MACHINE HAS COMPLETEC THE PRINTING
PROCESS
CONDITIONS=10 KEY ACCING CR CALCULATCR MACH INE
NOT APPLICABLE TO MULTI=COLUMN CALCULATOR
CASE=01=0EPRESS PLUS CR MINUS RAR
02=CEPRESS TOTAL 8AR

KEY, DEPRESS, ACCING MACHINE OR CALCULATER
STARTS=wiITk REACH TO KEY, FINGERS CN HOME KEY
INCLUDES=CCNTACT ANC CEPRESS KEY
ENDS=WITH FINGER RAISEC TO RESTORE KEY
CONDITIONS=MACHINE USED LESS THAN GNE HOUR PER

DAY & NOT APPLICABLE TC MULTI=COLUMN MACKHINE
INTERMITTENT USE. INCLUDES TIME TC RESTORE KEY
BETWEEN KEY STROKES

KEY,CEPRESS, 10 KEY ADDING CR CALCULATING
MACHINE, USEC 1 CR MORE FOURS PER CAY

STARTS=WITH REACH TQ KEY, FINGERS ON HOME KEY.

INCLUDES=CCNT ACT ANC DEPRESS KEY.

ENDS=WITh RELEASE OF KEY.

CONDITIONS=NOT APPLICABLE TO MULTI=CCLUMN
CALCULATING MACHINE, CONTINUQUS USE.TIME TO
RESTORE KEY IS LIM{TEC OUT BY REACK TO
NEXT KEY

KEY.0EPRESSs ENTER FIRST DIGIT ON MULT I=COLUMN
KEYBCARC CALCULATOR
STARTS=wITH LOGCK TO KEYBOARD TD LOCATE CCLUMN
INCLUDES=CCNTACT AND CEPRESS KEY
ENDS=WITH RELEASE OF KEY, HANC OVER KEYBOARC
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OEFENSE WORK MEASUREMENT STANOARD TIME OATA ELEMENTS

OATA CCCUP= QUALITY SOURCE DWMSTOP TMU GPERATION/ELEMENT DESCRIPTION
SOURCE ATION CCOE ELEMENT VALUE
FF 216 MAL BCAKDO4 BCAKDO4 8 KEY,DEPRESS, ENTER ADDITIONAL DIGIT ON MULTI=

COLUSN KEYBOARD CALCULATGCR OR ADDING MACFINE.
STARTS=hITH REACH TO KEY AND MANC ON KEY B0ARD
INCLUDES=CCNT 8CT ANO DEPRESS KEY
ENOS=WITH RELEASE OF KEY.
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ODEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE DWMSTOP ™Y

SOURCE ATION

FF

216

TAL

CCDE ELEMENT VALUE

BCAMRXX BCAMRXX VARIABLE

26

19

20

15
53

70
23

12
17
13

78

20

36

19
222

13

QPERATION/ELEMENT DESCRIPTION

MACHINE ,RUN TIME,FOR MULTI=COLUMN KEYBOARD

Ca

45

LCULATOR

STARTS=WHEN ACTUATING BAR MAKES CONTACY

INCLUDES=MACHINE RUN TIME ONLY ANC CARRIAGE
TRAVEL IF IT CCCURS

ENOS=WHEN ACTUATING BAR BREAKS CONTACT

CONDITIONS=TIME AND OESCRIPTION VARIABLE 8Y

CASE
CASE 01

02

a3

04
05

1]

o7

08"

09

10

11

12

13

14

15

1€

17

18

19

20

21

FIRST QIGIT OF MULTIPLIER WkEN

USIAG FRICEN CALCULATCR. NGTE (NQT
APPLICABLE TO SQUARE ROCT CALCULATOR)
EACH AODITICNAL OIGIT OF MULTIPLIER
WHEN USING FRIDEN CALCULATCR.NOTE (NOT
APPLICABLE TO SQUARE ROOT CALCULATOR}
CARRIAGE TRAVEL FOR FRICEN, MARCFANT,
ANC MGNROMATIC CALCULATCR,EXCEPT WHEN
COMPUTING QUOTIENT CN FRICEN AND THE
QUOTIENT ANC PRODUCT ON MBRCHANT OR
MONROMATIC (NOT APPLICABLE TO THE
SQUARE ROOT CALCULATOR).

CLEAR FRICEN CALCULATCR.

FIRST CIGIT OF MULTIPLIER USING A
MARCHANT CECI=MAGIC CALCULATOR.
(EXCEPT THE ZERO).

EACH ADDITIONAL DIGIT OF THE MULTI=
PLIER ON A MARCHANT DECI=MACGIC
CALCULATOR, (EXCEPT ZERO}.

EACH OIGIT IN MULTIPLIER LSING A
MARCHANT MOCEL CM/EFA.

FIRST CIGIT OF THE MULTIPLIER USING
A NONRCMATIC 88N CALCULATCR (EXCEPY
LERC) .

FIRST ANC SECOND OIGITS QF THE
MULTIPLIER USING A MONROMATIC 88N
CALCULATOR (EXCEPT ZERO).

EACH ACDITIONAL DIGIT QVER 2 CF THE
MULTIPLIER USING A MONRCMATIC 88N
CALCULATGCR (EXCEPT ZERO}.

ENTER DIVIDENC USING A FRICEN
CALCULATOR, NO CARRIAGE TRAVEL AND NCT
APPLICABLE YO THE SQUARE ROCT
CALCULATOR

REGISTER DIGIT VALUE CF THE QUO=
TIEAT USIANG A FRIDEN CALCULAICR,
(EXCEPT ZERQO) AND NCT APPLICABLE TO
THE SCUARE ROQT CALCULATOR.

CARRIAGE TRAVEL WMEN GQUOTIENT IS
BEING COMPUTED USING A FRICEN
CALCULATCR. (NOT APPLICABLE TG THE
SGUARE ROOT CALCULATOR)

REGISTER THE FIRST CIGIT CF TrE
QUOTIENT USING A MARCHANT CECI=MAGIC
CALCULATOR. (INCLUDES ZERC)

REGISTER EACH ADDITIONAL CIGIT OF
THE QUOTIENT USING A WARCHANT OECI=
MAGIC CALCULATOR. (INCLUDES Z2ERQ)
CARRIAGE TRAVEL WHEN CCMPUTING QUO=
TIENT USING A MARCHANT CECI=MAGIC
CALCULATOR

REGISTER FIRST OIGIT GF THE QUO=
TIENT USING A MARCHANT MOLEL CM/EFA
CALCULATOR. (INCLUDES ZERC)

REGISTER EACH ADODITIONAL CIGIT OF
THE QUOTIENT USING A MARCHANT MOCEL
CM/EFA CALCULATOR. (INCLUDES ZERO)
CARRIAGE TRAVEL WHEN CCMPUTING QUO=
TIENT USING A MARCHANT MOCEL CM/EFA
CALCULATOR.

RECISTER FIRST OIGIT CF THE QUO=
TIENT USING A MONROMATIC CALCLLATOR.
(EXCEPT LERC)

REGISTER ACCITIONAL DIGIT OF THE
QUOTIENT USING A MOMRGMATIC CALCUL=
LATCR. (EXCEPT ZERO)




DEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

DATA QCCUP= QUALITY SQURCE

SOURCE ATION

FE 216 TaL
FF 216 MAL
FF 216 MAL
FE 21e maL

CCDE

BOMMT X X"

MCADEXX

MCAMC XX

MCAMRX X

OWNSTCP  THU
ELEMENT  VALUE

BCAMTXX VARIABLE

43

23
20
33

21

MCADEXX VARIABLE

51

13

1¢

165

153

231

15
12
24

MCAMCXX VARTABLE

24

17

MCAMRXX VARIABLE

38
22

OPERATICN/ELEMENT OESCRIPTION

MACHINE TIME,FOR 10 KEY MACKHINES

STARTS=WITH KEY DEPRESSED.

INCLUOES=MACHINE TIME CNLY.

ENOS=WHEN MACHINE STOPS.

CONDITICNS=CASES 01,02 AND 03 APPLY WHEN USING
A 1C KEY ACODING MACHINE WITH CNE RCW CF
MULTIPLIER XKEYS. REMINGTON TYPE MACHINE.
CASES 04 ANC 05 APPLY WHEN USING 10 KEY CALCU=~
LATOR. FRICEN TYPE MACHINE
CASE C1 MULTIPLY BY 1 OR LAST MULTIPLIER

DIGIT.
02 MULTIPLY @Y ACCITIONAL OICGIT.
03 GET TCTAL OF ADDITIONS.
04 MULTIPLY BY 1 CIGIT
05 MULTIPLY BY ACCITIONAL DICIT.

DIGITIS), ENTER
STARTS=L0OK TC NUMERAL, OPERATOR AT WwORK PLACE
FACING CALCULATOR, wiThk HANC ON KEYBOARC
INCLUDES=READ NUMERAL, LOOK TO KEYBOARC AND
ENTER NUMERAL [NTC KEYBOARD
NOTE=NO EYE TRAVEL IN CASE 24347,8 & §
TINE INCLUCES MACHINE RUN TIME IN CASE € € §
ENDS=CASE 11243,4¢5,7 € 8=ULAST DIGIT ENTEREC,
WITH KAND CN KEYBCARD
CASE & & 9=wHEN ACTUATING BAR BREAKS CONTACT
CONDITIONS=MULTI=COLUMN & L0 KEY CALCULATOR
CASE Ol ENTER FIRST OIGIT INTO MULTI=COLUMN
KEYBOARD, OR 10 KEY SMALL KEYBGARD-
FRICEN CALCULATOR
ENTER ACOTTIONAL GCIGIT(S) THRCUGH
FIFTH DIGIT INTO
02 MULTI=COLUMN KEYBOARD CALCULATOR
€3 A 1C KEY=SMALL KEYBGARC FRICEN
CALCULATOR
ENTER FIRST SIX CIGITS OF A NUMEER
04 MULTI=COLUMN CALCULATOR
05 A 10 KEY=SMALL KEYBOARC FRICEN
, CALCULATOR
06 THE MULTIPLIER KEYS OF A MARCFANT
CALCULATOR
ENTER EACH ADCITIONAL OIGIT(S), FROM 7
THRCUGH 10 CIGITS IATC
07 A MULTICCLUMN CALCULATOR
08 A 10 KEY SMALL KEYBOARC, FRIDEN
CALCULATOR
09 THE MULTIFLIER KEYS OF A MARCHFANT
CALCULATOR

MACHINE,CLEAR
STARTS=wITH HAND CN wRITING SURFACE WITHIN 12
INCHES CF CLEARANCE KEYS
{NCLUDES=REACH & CEPRESS KEYS &€ MACHINE RUN
TIME
ENCS=WHEN MACHINE RUN TIME [S COMPLETEC CR
FINGER RAISED FRCM KEY
CONOITIONS=SEE CASES FCR TYPES OF MACFKINES
CASE C1 MACHINE,CLEAR TOQ AQD OR SUBTRACT
CN FRIDEN CALCULATOR
02 MACKHINE CLEAR TO ADC CR SLERTRACT ON
MARCHANT CALCULATOR

MACHINE yRUN TIME,FRIDEN CALCULATCR
STARTSewkEN MLLTIPLY BAR MAKES CCNTACT
INCLUDES=MACHINE RUN TIME TO CLEAR DIALS
CARRIAGE TRAVEL TIME AND TIME TC MULTIPLY BY
LST ANC ACCITICNAL CIGIT(S)
ENCS=WHEN MULTIPLY BAR BREAKS CONTACT
CONOITICNS=MULTI COLUMN FRIDEN CALCULATGR
CASE 0l MACHINE RUN TIME TO MULTIPLY BY
THE 1ST DIGIT OF THE MULTIPLIER
C2 MACHINE RUN TIME TQO MULTIPLY BY
ACCITICNAL CIGIT OF THE MULTIPLIER
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA 0OCCUP= QUALITY SOURCE

SOURCE ATION CODE
FF 2le MAL MCATTO1
FF 216 MAL TCAAAXX
FF 216 MAL TCADAXX

DuMSTOP
ELEMENT

MCATTO1

TCAMAXX

TCAMDXX

OPERATICN/ELEMENT ODESCRIPTION

TAPE,TEAR,PRINTING CALCULATOR
STARTS=WITH HANO ON KEY BOARD,REACH TC TAPE
INCLUCES=GET,PULL & TEAR OFF TAPE
ENDS=WITH TAPE IN HANC
CONDITIONS=PRINTING AOCING OR CALCULATOR
MACKINE

MACHINE.ACOITION,WITH TEN KEY AODING OR
CALCULATCR MACHINE
STARTS=wITH OEPRESS KEY, HAND ON KEYBOARC ANO
EYES CN NUMERAL
INCLUDES=ENTER NUMERAL INTO MACHINE, CEPRESS
ADD BAR, MACHINE PRINTS NUMERAL ON TAPE, ANO
LOOK TO NEXT NUMERAL .
ENOS«WHEN TOTAL BAR BREAKS CONTACT ANC MACHINE
RUN TIME IS COMPLETED, HMAND ON KEYBOARD
NUMBER OF GQUANTITIES

AVERAGE

NO. OF 2 3 4 5 (] 7 8 9 1C

DIGITS IN

QUANTITY A ¢ C c 3 F G L] J
62 80 98 116 134 152 170 188 206
68 89 110 131 1S2 173 194 215 23¢
T4 S8 122 146 17C 194 218 242 266
80 107 134 161 188 215 242 269 296
86 116 14& 176 206 23€¢ 2¢6¢ 29& 32¢
92 125 158 191 224 257 290 323 356
98 134 170 206 242278 214 350 386
104 143 182 221 260 29S 338 1377 416
110 152 194 236 278 320 262 404 44é
116 161 20& 251 29¢ 241 38¢& 431 476
11 12 13 14 15 16 17 18 19
K L N P R S T V] v
224 242 260 278 296 314 232 350 3e8
257 278 299 320 341 362 283 404 425
290 314 338 362 386 410 434 458 482
323 350 377 404 431 458 485 S12 539
356 386 4l€ 446 47& 50¢ £3é 56¢& SS6
386 422 455 488 521 ©£54 £87 820 653
422 458 494 530 566 602 €38 674 71C
455 494 %33 572 611 650 €8S 728 767
488 530 572 €14 656 698 74C 782 824
521 566 611 €56 701 74& 191 €3¢ 881

OVE~NOCOWVNESWN--
ReCTOTMOOES

. e
OOVD@W~NCWMSWN -
XLTONMNMOOD»

-

MACHINE,OIVISTION,ENTER FIRST ANC ACCITICNAL
DIGITS IN CIVIDEND ANO CIVISOR
STARTS=WITF LOCK TO NUMERAL,HAND [N NORMAL
QPERATING PCSITION AT KEYBOARC
INCLUDES=READ AND ENTER NUMERAL OF CIVIDEND
INTC MACHINE, DEPRESS CIVD. OR ADC BAR, REAC
AND ENTER NUMERAL OF CIVISOR ANC CEPRESS
DIVIDE €AR
ENOS=wHEN CIVICE BAR MAKES CONTACT ANC MACHINE
RUN TIME STARTS, RAND ON KEYBOARC.
CONOITICAS=NG MACHINE RUN TIME INCLUCEC
NUMBER OF DIGITS IN CIVICENC
NUMBER 1 2 3 4 5 6 7 8 S 10
gF DICTS
In
DIVISCR
A 8 c 0 E F G M J K
124 137 150 163 176 238 253 268 2€3 26¢€
137 150 163 176 189 251 26¢ 281 2%¢ 311
150 162 17¢& 186 202 264 276 2S4 3(9 224
163 176 189 202 215 277 29¢ 307 322 337
176 189 202 215 228 29C 30¢ 32C 335 3£¢
238 251 264 277 290 352 267 382 357 412
253 266 27S 292 305 367 382 3S7 4l2 427
268 281 294 307 320 382 397 412 427 442
283 296 309 322 335 397 412 427 442 4S7
298 311 324 337 350 412 427 442 457 472

OOV®~NOC WS WN—
XKL TOTMTM™TIIOD®D

-
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA (OCCUP= QUALITY SOURCE DWMSTOP ™Y

SOURCE ATION CODE ELEMENT VALUE
FF 216 MAL TCAMBXX TCAMMXX TABLE
FF 216 MAL TCADBXX TCAMRXX TABLE
FF 216 MAL TCASCXX TCAMSXX TABLE

GPERATICN/ELEMENT DESCRIPYION

MACHINE,MULTTIPLICATION, WITH CALCULATOR
STARTS=WITH LOCK TO NUMERAL,OPERATOR FACING
CALCULATOR & FANC ON KEYBOARD
INCLUDES=READ & ENTER CIGITS REQUIREC.ACTUA
MULTIPLY BAR & MACHINE RUN TIME

ENDS=WHEN MULTIPLY BAR BREAKS CONTACT,0OPERATOR

FACING CALCULATOR

TE

NUMBER NUMBER DIGITS IN MULIPLICAND

DIGITS 1 2 3 & 5 6 7 8 S 10

IN A 8 [ [} E F G H J K
MULTE
PLIER

1 A 166 179 192 205 218 280 295 310 325 34C

28 212 225 238 251 313 328 343 358 373

3cC 258 271 284 346 261 37¢ 351 4(¢&

4 C 304 31T 379 394 40S 424 43S

S E 350 412 427 442 457 472

6 F 494 509 524 539 St4

16 €44 556 574 SES

8 M 594 6C9 624

94 644 655

10 X 6§54

MACHINE 4RUN TIME,FOR OIVISION OPERATIONS ON
CALCULATCRS
STARTS=NHEN ACTUATING BAR MAKES CONTACT
INCLUDES=MACHINE RUN TIME. TQ ENTER DIVICEND

’

CARRIAGE TRAVEL TO LINE=UP, REGISTER CIGITS IN

QUOTIENT ANC CARRIAGE TRAVEL WHEN COMPUTING

QUOTIENT
ENDS=WHEN MACHINE STOPS AND QUOTIENT HAS
REGISTERED .
NUMBER OF DIGITS IA CUOTIENT
3 ¢ 5 6 T 8 9 10
CALCULATORS A B8 C © E F G H
FRICEN A 137 154 197 240 283 32¢ 365 412
MONROMATIC B 248 261 274 287 3C0 313 32€ 33§
MARCHANT € 92 99 106 113 120 127 134 141
DECI=MAGIC ‘
MARCHANT D 65 74 83 92 101 110 115 12§
CM/EFA
MACHINE, SUBTRACTION,TEN KEY ADDING MACKINE OR
CALCULATCR :
STARTS=WITk CEPRESS KEY, HAND ON KEYEOARC AND

EYES CN NUMERAL

INCLUCES=ENTER NUMERAL OF MINUENC INTQ
MACHINE,
TO NUMERAL, ENTER NUMERAL OF SUBTRA+ENOD,
DEPRESS MINUS AND TCTAL BARS

ENCS=WHEN TOTAL BAR EBREAXS CONTACT ANC MACH
RUN TIME IS COMPLETED, HMAND ON KEYBCARD

NUMBER OF OIGITS IN MINUEND

i1 2 3 4 5 6 1 8 9
NUMBER CF
OIGITS IN ’
SUBTRAMEND A B C C E F G » J
1 A 62 65 68 71 74 77 80 €3 8¢
2 8 68 71 74 77 80 83 &€ 8S
3 C 76 77 80 83 86 85 92
4 0 80 83 86 89 G2 S°<
5 € 86 89 62 S5 98
6 F 92 95 S8 101
7 G 98 iC1 1C4
8 L 1C4 107
9 J 110
10 K
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10

K
€9
52
S5
58
101
104
107
110
113
116

CEPRESS ACD BAR, MACHINE RUAS, LOOK




DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

L 8
’ - ODATA OCCuPe QUALITY SOURCE OWNSTDP ™
SGURCE ATION CODE ELEMENT VALUE
s1 222 MAL C=26 MiDCACL 1119
$1 222 MaL C=38 niocsol 450
s1 222 RAL  C=28 M100A01 593
si 222 AL C=37 MIDOMXX VARIABLE
97
"II’ 190
sl 222 MAL  C=21 MIDORO1 492
s1 222 mat  C=28 MID0RC2 297
si 222 MAL C=l=5 SIDCMXX VARIABLE

8s2
2290
2354
547
1243

OPERATICN/ ELEMENT DESCRIPTION

CARD ¢ANNOTATE,ACJUSTMENTS FROM SHIPMENT PLAN=
NING WORKSHEET
STARTS=WITH READ ADJUSTED LINE ITEM NUMBER
INCLUDES=ELEMEATS RECUIRED TO OBTAIN CARC,TO
TRANSCRIBE GUANTITY SHIPPED, QUANTITY ADJUSTED
AND TVOTAL PIECES
ENOS=TRANSCRIBE QUANTITY FROM SHIPMENT PLANe
NING WORK SHEET TC MRO CONTROL/STATUS RECUEST
CARO{ZEM)
CONOITICNS=APPLICATIGN FOR MRO CCNTRGL/STATUS
REQUEST CARC CNLY

CARD ¢SELECT CATA
STARTS=WITH READ ANO RETAIN NUMBER OF CESIRED
DATA CAROD .
INCLUDES=READ CESIREC CARD,0BTAIN CARC DECK.,
SEPARATE CAROS FOR READING ANC REAC NUMBERS
ENDS=WITH REMOVAL OF OESIRED CARC
CONDITICNS=SHIPPING COCUMENTATION

DOCUMENT ,ATTACH,TO OATA CARDS
STARTS=WITF A REACH TO DOCUMENTS
INCLUDES=ELEMENTS RECUIRED TO JOSTLE DOCUMENTS
ANO CARCS=~FCLC DOCUMENTS ANC SECURE.
ENDS=WITH RELEASE OF DOCUMENTS ANC CAROS
CONDITICNS=SHIPMENT PLANNING OOCUMENTATION

DOCUMENTS . MATCH
STARTSewITH REACH TO CCCUMENTS
INCLUDES~ELEMENTS TO GETAIN DOCUMENT, SCAN
DOCUMENT ANC READ AND RETAIN SHIPPING UNIT
NUMBER(S.UaNo}
ENCS=WITH ASICE VERIFIED COCUMENT
CONOITICNS=GBL ,0C1348=1,CONSIST LIST
CASE OL TIME TQ REAC AND RETAIN NUMBER OM
FIRST COCUMENT
02 TIME TO CCMPARE NUMBER ON EACFH
ADCITIONAL COCUMENT,INCLUCES COCUMENT
OBTAIN ANC ASICE.TIME PER EACK OCC~
UMENT

DOCUMENT ,REVIEM,SHIPMENT PLANNING WORK SHEET,
FOR ENTRIES,MATCKF CARDS
STARTSeWITH REACH TO CCCUMENT(S)
INCLUDES=MOTIGNS NECESSARY TO CBTAIN COCUMENT,
MOVE TC WORK AREA, REVIEW FOR ENTRIES ANC
SELECT CARCS
ENOS=WITH CARCS REMOVEC FROM TRAY
CONDITICNS=APPLIES TC SHIPMENT PLANNING
DOCUMENT ONLY,TIME PER CARD MATCHEC

DOCUMENT ,REVIEN, PULL CARDS TO CCMPARE CATA.
STARTS=WITH REACH TQ DOCUMENT
INCLUDES=ELEMENTS TO REMCVE DOCUMENT, SCAN
DOCUMENT= SCAN CARDS AND SELECT RECUIRED CARCS
ENDS=WITH CARCS REMOVEC FROM TRAY
CONDITIONS=APPLIES TO CD1348=1 SKHIPPING
DOCUMENT OM.Y,TIME PER DOCUMENT/CARC MATCHED

CARDS,MATCH,TO SHIPMENT PLANNING WORKSHEET
(SPWS)OR 0D1348=1 SHIPPING DOCUMENTS
STARTS=wiTH A REACH YO ODCCUMENTS/CARLCS
INCLUDES=ELEMENTS RECUIREC TO QBTAIN.REAC AND
MATCH CCCUMENTSLALIGN AND ATTACK CARCS TC DOC~
MENTS AND PLACE IN BASKET FOR KEYPUNCFH
ENOS=WITH COCUMENTS IN BASKET
CONDITIONS=VARIOUS ACTIONS ARE NOTED FOR EACH
CASE
CASE 01 ND AOJUSTMEATS TO SPwS
02 SHORTAGE/QVERAGE ANNOTATEC=SPWS
€3 EXTRACT ANNOTATED TQ SPWS
04 NO ADJUSTMENTS TO 1348=1 COCUMENT
05 CVERAGE/SHCRTAGE ON 1348=1
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DEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SQURCE
SOURCE ATION

ctL

s1

CL

cL

cL

cL

222

222

222

222

222

CODE

MAL ECPG

MAL T=32=33

MAL ECwP
MAL ECMR
MAL ECMS
MAL ECRC

OWMSTOP  TMU
ELEMENT  VALUE

SLOPCOL 5152

STYMPXX VARIABLE

5292
5123
MWRANWO1 113
SWRCCO1L 3068
SWRCCC2 1578
SWRCPQ1 3625

OPERATION/ELEMENT DESCRIPTION

PLANOGRAPHCCMPLETE

STARTS=wITH REACH TO GET PLANOGRAPH

INCLUDES=ALL ThHE MOTIGNS NECESSARY TO GET
PLANOGRAPHLGET PENCIL FROM POCKET,CRAU DIAGRAM
OF STURAGE AREA,ANNOTATE LOCATION.STOCK MNUMBER
AND LOT NUMBER,NOMENCLATURE(2]1 LETTERS), SIGN
AND CATE,ASIDE PLANOGRAPH AND RETURN PENCIL TO
POCKET

ENOSeuITH PENCIL/PEN RETURNED TO POCKET

MESSAGE,PREPARE,FORM,CD 173
STARTS=wnITH TURN OF CHAIR
INCLUDES=ALL ELEMENTS RECUIRED TQ PLACE
OOCUMENT IN TYPEWRITER=OBTAIN COPY MATERIAL
ANC TYPE MESSAGE. PROOF READ AFTER COMPLETICN
ENDS=WITH ASIDE FINISHED MESSAGE
CASE 0l MESSAGE FCR ORUG SHIPMENTS
02 BIOLOGICAL MESSAGE

PRIORITY NUMBER.WRITE
STARTS=wITH SCAN DOCUMENT TO LOCATE WRITING
PCINT(PENCIL ANO COCUMENT IN KAND)
INCLUDES=ALL THE MOTIONS NECESSARY TC LOCATE
WRITING POINT AND PRINT THREE LETTERS,DASH
ENDS=WITH WRITING CCMPLETE(PENCIL ANC COCUMENT
IN HANC)

CARDIMAGAZINE CATA)COMPLETE(RECEIVING)

STARTS=WITH REACH TO GET CARD

INCLUDES=ALL THE MOTIGANS NECESSARY TO CET
MAGAZINE CARD,GET PEN FROM POCKET,ANNCTATE
CARDC WITH STOCK NUMBER,NOMENCLATURE,LGCCATION,
TYPE STCRAGE,LCT AUMBER,CONCITION,AMQUNT PER
PACKAGE ,PACKAGES PER STACK,LIGHT PACKAGES PER
STACK+DATE ,COQCUMENT NUMBER,PLUS OR MINUS,
QUANTITY,BALANCE,SIGNATURE ANC REMARKS,ASIDE
CARC ANC RETURN PEN TC POCKET

ENDS=WITH ASICE CARC AND RETURN PEN TO POCKET

CARD{MAGAZINE DATA),CCMPLETE(SHIPPING)

STARTS=wITH REACH TO GET CARD

INCLUDES=ALL THE MOTIONS NECESSARY TC CGET
CARD,GET PEN FROM POCKET,ANNOTATE CARC WITH
ODATE,CCCUMENT NUMBER,MINUS,CUANTETY,BALANCE,
SIGNATURE ANC REMARKS (ASIDE CARC ANC RETLURN
PEN TG POCKET

ENOS=wITH ASICE CARC AND RETURN PEN TO PCCKET

CARDI(BIN REPLENISHMENT=CC FCRM 856) PREPARE

STARTS=WITH TURN 80DY FRQOM CART

[NCLOUES=ALL T+E MOTICAS NECESSARY TG TURN AND
GET FCRM D0 856(BIN REPLENISHMENT CARC)FROM
CART,CET PENCIL FRCM PCCKET,WRITE PRICRITY
CODEsBIN LCCATION,BULK LOCATION,STCCKX NUMBER,
QUANTITY,DATE(FOUR CIGITS) SIGNATURE, INVCICE
NUMBER CN CARD,TEAR LFF PERFQRATELC PORTICN
FROM TAG,ATTACH"SIGNAL“TAG UNCER BIN TAG
HOLDER,ASIDE"NCYICE"AND REQUEST TAGS TO CART,
RETURN PENCIL TO POCKET,REMCVE “SIGNAL"PCRTICN
OF YTAG FROM BIN,OESTROY"SIGNAL"FCRTICON QF TAC

ENDS=WITH CESTROY"SIGNAL"PORTICN GF TAG

50




ODEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OwMSTODP T™U

SOURCE ATION CODE  ELEMENT VALUE
oL 222 MAL  ECRP SWROPOL 429
| oL 222 MAL  ECSB SWRCPO2 97
oL 222 MAL  ECRB SWAOPC3 1495
oL 222 MAL  ECSL su;upca 501
oL 222 MAL  ECKO SWRCPOS 848

OPERATION/ELEMENT DESCREIPTION

COCUNMENT(PER PALLET SHIPPEC OR RECEIVEC),
PROCESS
STARTS=WITH VISUAL CCUNT CF CONTAINERS
INCLUDES=ALL THE MOTIONS NECESSARY TC COUNT
THE NUMBER CF CONTAINERS ON THWE PALLET,GET
OOCUMENT,GET PENCIL FRCM POCKET,WRITE THE
NUMBER CF CONTAINERS CN THE PALLET,ASIOE
DOCUMENT ,GET WORKSHEET,MAKE TALLY(TICK)MARK CN
WORKSHEET,ASICE WORKSHEET AND RETLRN PENCIL TO
PGCKET
ENCS=WITh ASICE WORKSHEET AND RETURN PENCIL TO
PCCKET

DOCUMENTIPER BILL GF LADING=SHIPPING), FROCESS

STARTSew [Tl REACH TQO GET DOCUMENTI(BILL OF
LADING)

INCLUDES=ALL THE MQOTIONS NECESSARY TC GET
OOCUMENT(BILL CF LACING),SCAN FOR REFERENCE
POINTS,REAC CONSIGNEE NAME ANO ADDRESS.GETY
PENCIL FROM POCKET,STCN DOCUMENT,CATE COCUMENT
AND RETURN PENCIL TQO POCKET,FOLO ANC INSERT
DOCUMENT IN ENVELCPE,ASIOE ENVELOPE

ENOS=WITH COCUMENT [N ENVELOPE ANC ASICE

OOCUMENT (PER BILL OF LADING RECEIVED),FROCESS

STARTS=hITH DOCUMENT IN HAND

INCLUOES=ALL THE MOTICNS NECESSARY TO LOCATE
POINTS ON SHEET,VERIFY CARRIERS INITIALS ANC
NUMBER,MCDE OF SHIPMENT,BILL CF LACING NLMBER,
GET PENCIL FROM POCKET AND ANNOTATE DOCUMENT
WITH CCNTROL AUMBER,TUTAL WEIGHT,CATE QF
RECEIPTCHECKERS NAME ASIDE OOCUMENT AND RE=
TURN PENCIL TO POCKET

ENOS=WITH COCUMENT ASICE AND PENCIL RETURNEL
TO PCCKET

DOCUMENT(SINGLE LINE ITEN=PARCEL POST=PACKI,
PROCESS .
STARTSen[Th REACH TO GET COCUMENT
INCLUDES=ALL THE MOTIOAS NECESSARY TC GET THE
DOCUMENT,GET A PENCIL FROM POCKET ,ANNCTATE
PACKING INFCRMATICN ON DOCUMENT=PRINT INITIALS
(THREE LETTERS),JULIAN DATE,TYPE CF CONTAINER
(THREE LETTERS))WEIGHT AND CUBE,NUMBER QF
CONTAINERS,ASICE COCUMENT AND RETURN PENCIL 1O
POCKET
ENOS=WITH COCUMENT ASIDE AND PENCIL RETURNEC
TO PCCKET .

DOCUMENT (KEY=PACK MULTI=LINE PACKS),PRCCESS

STARTS=W [T+ GET KEY COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC CET
DOCUMENT(S)+GET PENCIL FRCM PCCKET,PRINT
INITIALS(THREE LETTERS),JULIAN CATE,"KEY DOC™,
"X OGCUMENT COMBINED™,TYPE CF CCNTAINER,
WEIGRT ANC CUBE OF CONTAINERS,NUMBER CF CON=
TAINERS,ASICE COCUMENTY AND RETURN PENCIL TO
POCKETY

ENOS=WITH COCUMENT AND PENCIL RETURNEC
TO POCKETY
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DEFENSE WORK MEASUREMENT STANOARD TIME 0ATA ELEMENTS

DATA OCCUP= QUALITY SOURCE OWMSTDP ™Y OPERATICN/ELEMENT DESCRIPTION
SOURCE ATION CCDE ELEMENT VALUE
oL 222 MAL ECRY SWF.OPO& 1598 DOCUMENT,PROCESS=PER LINE ITEM RECEIVEC AT

CCEAN TERNMINAL

STARTSew Tk OOCUMENT IN HAND

INCLUDES=ALL THE MOTICNS NECESSARY TGO MOVE ANO
SCAN RECEIPT COCUMENT FOR REFERENCE PCINTS,
VERIFY TCNoNOMENCLATURE AND QUALITY,OBTAIN
PENCIL FROM POCKET,ANNOTATE QUANTITY RECEIVEC,
TOTAL NUMBER CF CCNTAINERS,POC HOLC AREA
LOCATICN.COUNT TALLY(TICK)MARKS MAKE CALCU=
LATICAN{TWG DIGITS)AND WRITE TCTAL PALLETS,RE=
TURN PENCIL TC POCKET

ENCS=WITH RETURN PENCIL TO POCKET(COCUMENT
IN HANO

oL 222 MAL ECLP SWRCPO7 565 DOCUMENT,PROCESS=PER LINE ITEM PACKEC
STARTS=wITK REACK TO GET COCUMENT(CC 1348&=1)

INCLUDES=ALL THE MOTIONS NECESSARY TO GET
DOCUMENT ,VERIFY STOCKX NUMBER,ITEM CECRIPTION
ANC UNIT GF ISSUE,ASICE DOCUMENT

ENOSeWITH ASICE CCCUMENT

oL 222 MAL SPP=9 SWRCPOSB 1702 DOCUMENT (PER LINE [TEM PACKAGED),PROCESS

STARTS=MITH REACH TC GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC GET
DOCUMENT ANC VERIFY MATERIAL WITH COCULMENT
{DWNSTDP ELEMENT 222 SWROPOT7),LCCATE INFCRe
MATICN FOR P AND P METHODS FRCM CARC FILE/
MANUAL (DWMSTDP ELEMENT 920 MFLILOI1),ANNOTATE
DOCUMENT WITH INITIALS,DATE ANO NUMEER OF
PIECES,ASICE CCCUMENT,RETURN PENCIL TC PGCKET

ENDOS=WITH PENCIL RETURNEC TO POCKET ANC
OCCUMENT ASIDE

oL 222 Mag ECLS SWROPOS 954 DOCUMENT{PER LINE ITEM S+[PPED),PROCESS
STARTS=WITH REACH TC GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC GET

“SHIPPING DCCUMENT,LCCATE POINTS,REAC CONSIGNEE

NAME ANC- ACCRESS,VERIFY STCCK LCCATION,STOCK

NUMBER AND NUMBER CF CONTAINERS,GET PENCIL

FROM POCKET,CCUNT TALLY(TICK)MARKS,)MAKE

CALCULATICN ANC WRITE TOTAL NUMBER CF PALLETS,

RETURN PENCIL TO POCKEY AND ASICE COCUMENT
ENCS=WITH COCUMENT ASICE AND PENCIL

RETURNED TG PCCKET

oL 222 MAL ECLL SWROP10 1878 DOCUMENT(PER LINE ITEM SHIFPED=LOT VERIFi=
CATICN RECUIRED),PRCCESS
STARTS=WITH REACH TO GET COCUMENT
INCLUDES=ALL THE MOTICONS NECESSARY TO PROCESS
DOCUMENT PER LINE (TEM SHIPPEC(CWMSTCP ELEMEAT
222 SWRCPQC9),VERIFY LGT NUMBER,SICN AND CATE
TWO TIMES,ASIDE DCCUMENT ANC RETURN PENCIL TC

POCKET .
ENDS=WITH COCUMENT ASIDE AND PENCIL RETURNEC
TO PCCKET
oL 222 MaL 3344 SWRCPLL 1426 DOCUMENT (PER PARCEL POST ITEM RECEIVED),
PROCESS

STARTS=w [Tk RECEIPT COCUMENT [N HANC

INCLUDES=ALL THE MOTIONS NECESSARY TC LOCATE
POINTS CN CCCUMENT,VERIFY STOCK NUMEBER, [TEM
DESCRIPTION AND UNIT OF ISSUE,CCUANT PIECES,
GET PENCIL FROM PCCKET,ANNQOTATE CCCUMENT WITH
QUANTITY RECEIVED,NUMBER OF CCNTAINERS,STORAGE
LOCATICN ANC TCTAL NUMBER OF PIECES,RETURN
PENCIL TO POCKET .

ENDS=WITH PENCIL RETURNEC TO PCCKET
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OEFENSE WORK MEASUREMENT STANOARD TIME DATA ELEMENTS

) DATA COCCUP= QUALITY SCURCE OwMSTCP T™MU OPERATICN/ELEMENT CESCRIPTION
. SOURCE ATION ) CODE ELEMENT VALUE

oL 222 MAL ECLR SWRCP12 1358 OOCUMENT{PER LINE ITEM RECEIVED),PROCESS

STARTS=wITH SCAN OOCUMENT TO LOCATE REFERENCE
POINT{S){COCUMENT IN HAND)

INCLUDES=ALL ThE MOTIUNS NECESSARY TC LOCATE
POINTS AND VERIFY STOCK NUMBER, ITEM QESCRIP=
TION AND UNIT OF ISSUE,GET PENCIL FRCM POCKET
AND ANNOTATE COCUMENT WITH CUANTITY RECEIVEC,
TOTAL NUMBER OF CCNTAINERS,STCRAGE LOCATION,
COUNT TALLY(TICK)MARKS,MAKE CALCULATION ANO
WRITE TOTAL PALLETS,RETURN PENCIL TC POCKET

ENDS=WITH PENCIL RETURNEC TO POCKET

oL 222 MAL ECLA SWRCP13 2282 OOCUMENT{PER LINE ITEM RECEIVED=LOT
SEGREGATION RECUIRED),PROCESS

STARTSeWiTH SCAN ODCUMENT FOR REFERENCE POINT
(DOCUMENT IN HANC)

INCLUDES=ALL THE MOTIONS NECESSARY TC PROCESS
OOCUMENT PER LINE ITEM RECEIVEDICWMSTLP
ELEMENT 222 SWRDP12)},VERIFY LOT NUMBER,SIGN
AND CATE CCCUMENT,RETURN PENCIL TC POCKETY

ENDS=WITH PENCIL RETURNEC TO PCOCKET

oL 222 MAL ECOD SWROP14 676 COCUMENT (OTHER THAN KEY=PACKING MULTI=LINE
ITEM PACK),FROCESS

STARTS=wITF REACH TO GET ODOCUMENTI(PENCIL
EN HANC)

INCLUDES=ALL THE MOTIONS NECESSARY TC GET
DOCUMENT ,PRINT [NITIALSITHREE LETTERS).JULIAN
DATE,"CCMBINED wW/"AND COCUMENT NUMBER

. (EIGHT LETTERS,11 DIGITS),ASIDE ODCCUMENT
ENDS=wITH COCUMENT ASICE(PENCIL IN MANC)

- oL 222 MAL ECPL SWRCP1S 1531 DOCUMENT (PER PACKING LIST=KEY DOC.),PRCCESS
STARTS=wITH REACK TC GET KEY DOCUMENT
INCLUDES~ALL THE MOTIONS NECESSARY TC GET AND
' PRCCESS KEY OCCUMENTUSEE DWMSTCP ELEMENT 222
. SWROPOS),GET AND PULL COPIES FROM COD "1348=l,
ALIGMN AND FCLC CCPIES AND INSERT INTQ ENVELOPE
ENDS=wITH COPIES OF CD 1348~1 [N ENVELOPE
CONDITECNS=FOR MULTI={ INE ITEM DCCUMENTS=PER
PACKING LIST=ADD TIME TO ANNOTATE QOTHER THAN
KEY COCUMENTS{OWMSTOP ELEMENT 222 SwRCPL4)ANC
ADD 94 TMUS PER LINE ITEM QVER TWC FOR PULLLING
COPIES CF OC 1348=1

oL 222 MAL ECCB SWROP16 127 DOCUMENT (BREAKCCWN CF CONSOLIDATED PACK),
PROCESS
STARTS=wiTH GET PENCIL FRCM POCKET
INCLUDES=ALL THE MOTIONS NECESSARY TC CET
PENCIL,MAKE TICK MARK FOR EACH PIECE AS REe
MOVEC FROM CONTAINER,TOTAL TICK MARKS AFTER
LAST PIECE,ANNOTATE DOCUMENT wiITH TOTAL NUMBER
OF PIECES REMCVED,RETURN PENCIL TC POCKET
ENOS=WITH RETURN PENCIL TO POCKET
CONOITICNS=BASED CN AVERAGE OF SC PIECES PER
CONTAINER=SUBTRACT 17 TMUS PER PIECE LESS THAN
- - 50 ANC AOD 17 TMUS PER PIECE OVER 50

DL 222 MAL ECST SWROP1LE 1121 DOCUMENT ,PRCCESS=PER LINE ITEM SHIPPED FRQOM
NCEAN TERMINAL

STARTS=wITH REACK TO GET A OOCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC GET
OOCUMENT,SCAN FOR REFERENCE PCINTS,READ CON=
SIGNEE,NAME ANC ACDRESS,VERIFY FOLL AREA
LOCATICN.BILL OF LACING NUMBER ANC NUMBER QOF
CONTBINERS.CBTAIN PENCIL FRCM POCKET,COUNT
TICKITALLY)MARKS s MAKE CALCULATICNS(3 CIGITS),
WRITE TCTAL NUMBER OF PALLETS,RETURN PENCIL
TO PCCKET,ASICE CCCUMENT

ENCS=wWITH ASICE COCUMENT




CEFENSE WORK MEASUREMENT STANDARD TIME CATA ELEMENTS

DATA OCCUP= QUALITY SOURCE DWMSTCP T™U OPERATICN/ELEMENT DESCRIPTICON
SCURCE ATICM CCOE ELEMENT  VALUE
ct 222 MAL ECOS SWRCP1S 6483 OOCUMENTICC FORN 808=CVER/SHORT FREIGHT),
PROCESS

STARTSewITh REACH TC GET COCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TG CET
DOCUMENT,GET PEN,ANNOTATE COCUMENT wITH CASE
NUMBER(3 DIGITS),REPORT DATE(JULIAN),“TO"(3
DIGITS,7 LETTERS},ORIGIN OF MATERIAL(L COMMA,
12 LETTERS),SHIPPERS NAME,BILLING REFERENCE(E
DIGITS) (,CARRIER ODESTIMATION(9 LETTERS),VEHICLE
IDENTIFICATIONUG CIGITS,5 LETTERS),BILL CF
LADING NUMBER(7 DIGITS,2 LETTERS).CARRIER
NOTIFIEC(6 LETTERS),PERSON CONTACTEC( 14
LETTERS),HOW AND CATE CONTACTEC(4 CIGITS,8
LETTERS),NUMBER AND TYPE OF PACKAGES{2 DIGITS,
4 LETTEFS,BRTICLE OESCRIPTICN(2 DIGITS,33
LETTERS) ,PACKAGE NUMBERS ANC MARKS(13 OICITS,
3 LETTERS)WEIGHT (2 DIGITS,3 LETTERS)REMARKS
{9 LETTERS)CHECKER NAME,TITLE ANC CATE
CHECKEC(4 CIGITS,22 LETTERS},CHECKERS
SIGMATURE{LO LETTERS),ASIDE OCCUMENT AND PEN

ENCS=WITH COCUMENT AND PEN ASICE

Ct 222 MAL ECIS SWROP2C 6397 COCUNENT (CD FCRM &«DAMAGED/ IMPROPER
SHIPMENT REPQORT),PROCESS

STARTSenITH REACH TO GET REPORT

INCLUDES=ALL THE MOTIONS NECESSARY TO CET RE=
PORT,GET PEN,ANNOTATE REPORT WITH "TO"(3
DIGITS,7 LETTERS),REQUISTION AUMBER(14
CHARACTERS),REPORT OATE(4 DIGITS),CATE SHIPPED

. {6 DIGITS) CONSIGNOR(L OASH,12 LETTERS),EILL

OF LACING NUMBER({T CIGITS,2 LETTERS),CATE
RECEIVEL(4 CIGITS),CONSIGNEE(]1 CONMA,2 PERIOCS:
ANO 25 LETTERS),OELIVERING CARRIER ANC FREIGHT
BILL OF LACING NUMBER(1 DASK,7 CIGITS.6
LETTERS) ,TRANSPORTATICN MODE(S LETTERS), STOCK
NUMBER AND CESCRIPTION{1 DASH,2 PERIOCS.7
DIGITS,8 LETTERS),TYPE OF CARRIER ECUIPMENT
(6 LETTERS),NUMBER CF CONTAINERS/CCGNOITICN(3
OIGITS),NUMBER OF I[TEMS/CONCITICN{(Z OIGITS},
DEFICIENCY CECRIPTICN(S OIGITSs67 LETTERS),
REPCRTING IASTALLATION(3 DIGITS,14 LETTERS),
REPCRTEC BY ANC TITLE(26 LETTERS),ASICE REPCRY

ENCS=WI[Tk REPORT AND PEN ASIDE

L 222 MAL ECLI SWRCP21 1025 OOCUMENT(PER LINE [SSUED),PROCESS

STARTSewiTH REACH TO OBTAIN COCUMENT

INCLUDES=ALL ThE MCOTICAS NECESSARY TO CET
DOCUMENT ANC CETERMINE STOCK LOCATICN PREPARA=
TORY TC MCVING TO LCCATION,VERIFY MATERLAL,
READ QUANTITY TO BE ISSUED ANC ASICE COCUMENT
AT LCCATICN=AFTER [SSUE,GET PENCIL FRCM POCKET
AND GET COCUMENT,RECORD ISSUE CUANTITY{THREE
DIGITS)4PRINT INITIALS AND WRITE CATE,RETURN
PENCIL TO PCCKET

ENOS=wiTh PENCIL RETURNEC TO PCCKET{CGCUMENT
IN BAND)

oL 222 MAL ECMD SWRCP22 617 COCUMENT{ INTRA=CEPCT MOVEMENT),PROCESS

STARTSewITh REACH TO GET COCUMENTY

INCLUDES=AtLL THE MOTIONS NECESSARY TO GET
DOCUMENT,CET CLIPBCARC,AFFIX COCUMENT TO CLIF=
BOARD,GET PENCIL FRCM POCKET,LCCATE PCINTS CA
DGCUMENT ANC WRITE WAREHOUSE NUMBER,TIME OF
ARRIVAL,NUMBER OF PALLETS,REPLACE PENCIL IN
POCKET yREMCVE COCUMENT FROM CLIPBCARD,PLACE
DOCUMENT ANC CLIPBCARC ASIDE

ENOS=wITH COCUMENT ANO CLIPBOARO ASICE
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CEFENSE WORK MEASUREMENT STANDARD TIME DATA ELEMENTS

OATA CCCUP= QUALIYY SQURCE DWMSTOP ™Y OPERATION/ELEMENT DESCRIPTION
SOURCE ATION CODE ELEMENT VALUE .
cL 222 MAL ECRP SWRDP23 T4 DOCUMENT 4 PRCCESS=PER PIECEIAIR CARGOD)
RECEIVED

STARTS=WITH REACH TO GET AIR CARGO MANIFEST

INCLUDES=ALL THE MOTIONS NECESSARY TC CET
MANIFEST,SCAN LABEL FCR REQUISTIONER SERIAL,
READ SERIAL,SCAN MANIFEST FOR REQUISTIONER
SERIAL ANC MATCH,READ SHIP TO CCOE ANC CCNe
SIGNEE CN MANIFEST,MATCH WITH SAME ON LABEL,
REAC PIECE COUNT CN MANIFEST,GET PENCIL FROM
POCKET AND [NITIAL MANIFEST,RETURN PENCIL TO
POCKET

ENDOS=WITH RETURN PENCIL TC POCKET

oL 222 MAL 341 SWROP24 1466 DOCUMENT ,PRCCESS=PER BIN STOW{ONE LINE ITEM}

STARTS=WITH REACK TG PICK UP CCCUMENT

INCLUDES=ALL THE MOTIONS NECESSARY TC PICK UP
OCOCUMENT ANC CETERMINE STOCK LOCATICN,ASIDE
DOCUMENT(WHEN PUTTING MATERIAL ON CART),PICK
UP DCCUMENT ANO READ STOCK LOCATICNIPREPSRE 10
MOVE TC LOCATION),VERIFY LOCATION,STOCK
NUMBER, ITE¥ DESCRIPTION AND UNIT CF ISSUE{AT
STOCKX LCCATION),GET PENCIL FRCM PCCKET AND
ANNGCTATE WITH CATE,SIGNATURE,ASIDE CCCUMENT (AT
LOCATICN),RETURN PENCIL TO POCKET :

ENOS=wITH ASICE ODDCUMENT,PENCIL RETURNEC TO
POCKET

oL 222 MAL EC8R SWRPD17 4721 DOCUMENT ,PRGCESS=PER BIN REPLENISHMENT
STARTSew [TH TURN BODY FROM CART
INCLUDES=ALL THE MOTIONS NECESSARY TC PREPARE
¢ BIN REPLENISHMENT CARO(DD FOR 856«SEE OWNSTOF

ELEMENT 222 SWRCPOL1),0BTAIN DO 856 "REQUEST™
PART ANC SCAN FOR REFERENCE PCINT,CETERMINE
STOCK LOCATIONJASIDE CD FORM 856 TC CARTeAT
LOCATION,GET CD FCRM 856,READ STOCX LOCATIGON,
VERIFY STOCK LOCATION,STOCK NUMBER, ITEM
DESCRIPTION,UNIT OF ISSUE,ASICE OC FCRM €56
“REGUEST™ PART .

ENOS=WITH AS{CE DD FCORM 856 “REQUEST"

oL 222 MAL ECNC - SWRSWOL 234  SIZE OF CARTGL.WRITE ON FORM
STARTS=w [T+ GET PENCIL FOGM POCKET (CCCUMENT
IN HANC)

INCLUDES=ALL THE MOTICNS NECESSARY TC CET
PENCIL FROM POCKET,LOCATE WRITING PCINT aND
WRITE THE SIZE OF THE CARTON ON THE FCRM ANC
RETURN THE PENCIL TC PCCKET

ENOS=WITH PENCIL RETURNEC TO PCCKET{CCCUMENT
IN HANC)

AE 234 MAL SPOLK SAMPPXX VARTABLE PLATE{S ) +PREPARE,ACCRESSCGRAPH FCR INOIVIDUAL
CR ACTIVITY
STARTS=wITH MOVE TO THE ADDRESSOGRAPE MACKINE
INCLUDES=TYPING AN ACDRESSOGRAPH PLATE INCLUD=
ING NUMBER,NAME AND ACDRESS FOR EITHER INDIVe
[OUAL CR ACTIVITY
ENDS=WITH COMPLETED PLATE(S) IN HAND

1314 CASE Ol TIME TC TYPE THE FIRST CR A .
. SINGLE ADCRESSCGRAPH PLATE
812 02 TYPING TIME FOR EACH ADCITICONAL

PLATE THAT IS PREPAREC
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